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INTRODUCTION 



•How are »you going to use your job skills after you finish 
'scfiBol? 

' ' ' w 

Have you -ever thought about- starting your>own small business? 

This module described people who have started and managed 
different kinds of small businesses. It gives you an idea" of 
wK^£ the} do-and some of the special skills they need. 

» « 
You will read about 

being a small business owner 

planning a small •business 

setting up a small business 

choosing a location 

getting money to start 

being in pharge 
, organizing the work 

buying v and keeping track of supplies 
. setting prices 

advertising and selling 

keeping records of revenues , 

, keeping records of expenses 

making sure you have enough cash 

keeping your profits high 

keeping your business successful 

You will also have a* chance to practice some of the things^ 
that small .business owners do. ■ 

Thep you will 'haye a better ide.a of whether a'career as a 
'small business owner is for you. 
0* 

After youv finish this module, you might want to study anothe 
module thit describes a business in the .vocational area that 
you are studying. f~ 



UNIT 1 

Being -a Small , Business Owner \ 



To help you see what small business ownership is all 
about. * , 



Objective ljy Define small ^business and small * 
business owner. 

Objective 2: Name at least three' personal qualities 
you should have as a small business owner. 

Objective 3: "List at least five^things you will have 
to do, in running small business. 
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PEGQY BE'COMBS A SMALL BUSINESS OWNER 



Peggy Milder studied cooking, sewing, homemaking, and 
child cate in higH school. She got a job at a day qare 
center after graduation. Although she got aloftg well with < 
everyone, after a few years she was bored I She didn't like 
working fov^a boss, either. She wanted to do something on 
tier,own and" to earn more money. 

Peggy wanted to start a business for the'tourists who 
came to her old" colonial town. Then she had an idea—an - 
old-fashioned qandy shopl Her Aunt Martha had an excellent 
fudge recipe she could use. Hefr cousin Qeorge had a candy 
business nearby. Peggy -had worked there one Summer and had 
gotten some good ideas. George could give her .advice on 
starting her business. • * 

Peggy quit her job, jnpved in,. with friends tp/save. 
money, and began to plan." She knew ttjat over tijilf of y all 
1 businesses fail in the first' five years. She'd fiave to 
work hard to make hers succeed. She started making £udge 
at home and*selling it to her friends. She^alsa looked for 
a place to set' up shop. It took her quite a while to find 
The right spot, bat she kept trying. Finally she found a 
tiny shop with a kitchen in back, right next door to a big 
touris'f hotel* 

Peggy used her savings and. borrowed a large amount of 
money from her relativesr 'Then she was able to get a loan 
from the bank. She decorated her store in a colonial theme 
and named it for' her aunt— M Aunt Martha's Confectionery . 
She also hired Mark part-tiine to chfeck Ln the supplies* she 
ordered, to help sell, and clean up a/fter closing.^ 

Peggy made fudge all morning'. * She figured out pricds : 
for new candy, in the afternoon. She did the' books at 
night. 'She* met * of ten with George and her father, who was ■ 
an .accountant, for advice. . Peggy^ loved it alii When there 
were problems (like the winter no tourists came and Peggy 

/needed more customers), she and Mark would get together „and 
thiitfc of a. solution." If.-the first idea didnjt work, she 
-would try something else,* ^ Peggy finally solved the problem 

•of no tourists , by getting brides to buy her homemade candy- 
for their wedding receptions. 



Being a Small Business' Owner, 

• * * * 

What Is a Small Business? 

A business s ls an organization that sells products or services as a 
means of income. ^ There are over 12 million businesses in the United 
States. Over half of these are small businesses that have no more than 
four employees. - " . , ■ 



Small businesses are alike in several ways. Small businesses: 

• have one or two owners who make all the decisions and do most of 



the work; . — ^ . . 

• have a small number of workers (the owner and zero to. four 
employees); - 

• have only one or two locations; 

• require a relatively small amount of money to start and run; and 
*earn a fairly small income every y6ar compared to the large, 
well-known businesses ia fhe same field. ^ 

Kinds of Small Businesses * i 

Small, businesses are all around you — clothing and "shoe stores,** * 
restaurants, service stations, beauty shops, and 'autoi repair shops. Small 
businesses are involved in retail sales (the sale of products, like food 
or clothing, to the final customer), in services , in manuf ac t u ri n&s or in 
Wholesale pales. People running service businesses often have a special 
skill tjiat their customers donot-have, or they do a job to save their 
customers time. They may clean, repair, or remodel your goods, (sucH afc, 
fix your car) or do a certain job for your home or business (such as. mow 



*yoiir lawn or do your income tax). 



A i ' Manufacturing businesses make the products" that are later sol<i to the 

♦ * 

customer. Small manufacturing businesses make all kinds v of things such 
as sailboats, machine parts, an0 B hafadmade leather' goods. Wholesale bu^'i*- 
nesses' buy {products ffcom manufacturers,, and sell them to retail -businesses.' 
They c^il^ct products from many places, store them, and ship them to * 
retailers when they 1 are needed. Fox example, a person owning a wholesale 
food business might collect fresh fruits 'and -vegetable 6 from many farms 
and sell them -to retail «food markets. r 



What Is a Small Business Owner? " fl 

' 7^ « * ' 

First Peggy was an employee at* the day cafe center. SheNhad a boss 
who madevmost of the^decisions, and she received wages for every hour ilip 
"Vorked. When Peggy quit her job at the day care center and started 

making and selling her own fudge, she became a small business owner s She 

• ■ <j 

no longet had ^ bass; she was the boss. She n^w owned, organized, and 

} * • * 

ran her own show. • * 

Peggy's life as # small tfusftiess owner went through two phases:, 

• At first, Peggy had no employees. She^did all the work herself. 
She did not have a store either. 'Because , her business 'pas small 
and simple, she only had a few* bills. She was able to keep most 
of the mon^y she .earned. 

• L^ter, 2eggy hired Mark and rented a shop. Not only did she have 
to' make candy now, but she also had to supervise Mark and run the 
shop.^ She had mQre responsibilities than before. Since she, also 

had mQre expenses, her salary was a bit lower.- However, Peggy had 

- • ' / 

thQ joy of starting her very own businessl She had th£ hope, too/ 

* that in a couple of* y£ars her store would be quit© prosperous. 



Many people starting small businesses start .out as a one-person busi- 
ness in their home. If their business grows, they may become employers 
of other workers and may buy or rent a store or office. * * » * 
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Personal Qualities Small Business Owners Should Have 



Peggy has many personal qualities that will make her a good small 
business owner. The list that follows gives one description. of the 
"typical" successful small busJ-neiss owner. 



^ ' 'WHAT MAKES A GOOD SMALL BUSINESS OWNER? 

* 

1. Good small business owners have drive . They: 
yj||W;are "self-starters" and like working on their own; 
*• like to take charge of things; 

• can make good decisions in a hurry; 

• have plenty of energy and like working hard for what they 
« — want ; 

• are not afraid to take risks; and 

• finish what they start. 

2. Good small business owners think clearly and, have a good 
imagination * They: • J - 

• have good business ideas and can think up new ways tp solve 
problems; 

. • like f -to plan beforevthey start a job; and 

■ * V4> 

• are ncif afraid.to as.k for advice. 



3. Good small business owners are leaders and can work well with 
people * They: 

• like people and; can get along with them; 

• like to lead and can get others to follow; and 
do what they say so people trust them. 

4. Good small business owners can perform many different jobs at the 

T 

same time. 
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Not all small business owners have all these qualities.* The more of 
■them you have, Jdfcugh, the greater chance you have of doing well in small 
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business and linking it. , You may have beem born wifcfi, some ofv^freee *abili- 
ties. Others you can work to develop. Howfever, if you have very £ew of 
these and are not 'interested In working to develop them, you probably 
,Won f t make a 'good small business owner. YOu mighb prefer being arv 

^oyee over #l being a small business -owner.} Small business ownership is 



,mpJ 



riot for -everyone! 



What' Small Business Owners Dc 
— 1 i " 



In- Peggy's candy business, she had many different jobs to do — all at 
the sam$ time. If you bedome a small business owner, you will also have 
the fallowing jobs to do: # 




L 



Summary 



There are majny small businesses of all types in our country. Small 
business owners lh$ve mahy jobs to do and need many abilities. They must 
.have drive. They must be able to think clearly and have t a good imagina- 
. tion. They must 1 also be a leader and be able to work well with people* 
Now you know a little more about the career of small business ownership 
and can, begin to ask yourself / "is this for me?" 
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Learning Activities * 
Individual Activities A 1 - 

• ! 

1. Thfe phrases below describe different kinds of jobs. Look at each 
phrase and decide whether it describes an employee or a small busi- 
ness owner . Fill in the correct answer in the space provided. 

a. " Has a store with a few sales people 

b. ' Must pay business expensed <bef ore 

receiving a salary 

c. Works fox someone who owns a gas station 

d. , - Is paid by the hour 
. . , ^ 

e. » Has no boss and zero to* four helpers 

, » - 

* f . ' Does the work but does not make many of ■ 

the decisions 

■ • • * 

2. Put an x in front. of the five companies listed below that are probably 
v small busij£8ses. x 

Forcrwotol: Company Bell Telephone and Telegraph 



Macy's Department Store Quick TV* Repair 

Joe's Barber Shop Homecleaning by Horace 

Del Monte Fruit ■ Elisa's Dress Boutique 

Cannipg Company 

Main Street Shoe Store * 



one manufacturer, and 


one wholesaler. 






Retail Businesses 




Service Businesses 


c 




\/ 








• * 


Manufacturer 


' ( 


Wholesaler 
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1. Look at the chart descrijxfcng the "typical" successful small business 

I 

owqer. ^ Which of these qualities does Peggy have? Give examples' from 
the case # study to support your opinion. (For example,' ff you thinks 

she is a good problem solver, tell why.) 

i 

2. Why do you think some pepple like owning their own businesses? What 
are -some of the disadvantages? « ■ 

3. List all the things Pe|gy had to do in order to start her candy 
store. What responsibilities does she have now that it is started? 
What responsibilities does Mark have? 



4. Think about the usefulness of Peggy's schooling and her work experi- 
ence. Disduss other small businesses tha£ might have been good 
choices for her*,. Explain why. 



Group Activity ' 

m 3- 

Invite a successful small business owner in your town to come speak 
to your class. Choose the owner of a retail or service business where 
you shop. 

Make up a list of questions ahead of time to ask your guest. Include 
questions about: . 

^J^fc why*"he or she started the business; * 

• 'kinds of .tasks an owner must do; 

* « 

• special abilities a good small business owner must have; 
" vhether "the business is successful; ' w 

• how the owner judges success; + m 

• £^ hoW family members help out in the business; and 

• % Whether the owner enjoys his or her job. 



UNIT 2 



Planning a Small Business 



To help you plan what your small business will be 
like. 



Objective J: List 'five steps to take in 

f deciding whether to start a small business. 

Objective 2: -List' four things to think about * 
in choosing the products or services of your 
business* 

Objective 3: List three advisors used by smaii 

business owners and' one other source of business 
information. 

' / 
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LUIS PLANS A GUARD SERVICE 



Ever since he wotked part-time as a reserve policeman, 
Luis Ramirez wanted to start a guard service in the New York 
City suburb of Stonesville. At age 29, he had some Wings 
and wanted to know whether his .dream would work. 



Luis read in a- business magazine that, depending on the 
company, guard services offered 24-hour patrol service t$> 
businesses and homes, answered emergency calls, did detective 
work, and sold alarm systems* He talked to Alex Fratessa, 
who had a similar guard business in nearby Mason City: "My 
business is growing rapidly," said Alex. "Insurance cos*qfc 
are high, but so are the profits! I think this is true wifch 
other* guard businesses too." Th£ Stonesville police chief 
told Luis, "I think a' private guard service would" do well 
here. The crime rate is rising, and the police department ts 
overworked. And there are some wealthy people who might want 
your service." ^ 

Luis read in the newspaper about several* break-ins in the 
west end of town. He visited several of these homeowners and 
asked them if they woul'd be interested in guard services. 
They all said "Yes." and "We sure wish you had been around 
last week!" / „ ■ 

• * *« 

Luis knew that Ace Guard Service was already patrolling 
some of Stonesville 1 s small businesses'. From the Yellow 
Pages, he fgund out that Safety-Plus, Inc., which sold 
security alarm systems to homes*and businesses, also had a 
branch in town. 

«* 

Luis decided to focus on the wealthy -families in Stones- 
ville^ He named his company Prestige Home Protection Service. 
He planned that his guards would drive by homes several times 
a'day and ^swer emergency calls in ]>5 minute si They would 
also pick up mail for people on vacation and act as guards 
'f>or weddings and parties. He contacted a lawyer to find out 
what legal steps he had to take, and his business began! 
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Planning a Small Business 



Making Your Decision. to Start a Business' 



ERIC 



'Luis took several steps in deciding whether to start his own business. 

• He asked hiAself ,« "Do I want to go into business and become^elf- 
employed? What business do I want to start?" 

• , He l isted the information he needed to know about the business. 
( He figured out where to get the information he needed. 

• He collected the infbrmation. * 

• *He lodkecl at- the information and made his decisions — whether to 

start a business and- what, his business would be like* 



You can follow these same steps in deciding whether you should start 
other kinds of businesses, too* 



Informatidn You Will Need to Plan\ Your Business 



(!) The products or services tW you cou^a Affer* Luis discovered 
that different companies in the projection business offer slightly dif- 
ferent services. In other businesses, too. there are choices of the 

t * \ 

products and services to sell. In tne women's clothing business, for 

example, you can sell evening clothed, clothes for working women, or 
sports clothes. You can also offer delivery service, special shopping 1 
advice, and free alterations. You shduld try to find out all the pos- 
sible products it^sej^ices your business could offer. Then you can. 
decide which ones you might w$nt to indlude in your business, depending, 
on trends , custoiggrs, and competition . 

(2) Trends that mfly affect the business . Luis wondered if there was 
a demand for guard services.* 1 The fact chat the number of guard services 
In the country was growing made him f eell that people needed and wanbed 
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the service* Luis also wanted to know whether people- would continue to 
use the service i<n a few years. If people's ideas changed or 'business 
conditions got worse, he needed to know whether people would still use 
his service. •* - , 

-Luis should also have studied about new inventions that would help Or 
harm his business. If there was a better system for calling patrol guards 
in emergencies, he might be able to improve 1 his service and get more cus- 
tomers. Other new equipment might make his service unnecessary-* however. 

Sometimes changes in people's living habits cause changes in the need 
for a certain product or service. For instance, if families in Stones- 
ville began working cli>sely v with the police <oti "neighborhood watch" pro- 
grams to" stop crime, Luis" 1 * guard service might not be needed* 

> r . ^ V 

Luis should also find out whether there are any special difficulties 

in this type of business, ye found out that guard services had to^.bUy a 

lot of insurance.' In other businesses there may be difficulties like 
* 

finding or keeping workers or getting supplies cheaply? If there are 
situations like these, you must decide if you are prepared to deal^ith) 
them. " 

(3) The kinds of customers you could get . Luis needed to know^which. 
groups in his town would want to- use his guard service and why. tfe.kney . 
that usually customers of a business are al^ike in some ,way. They may all 
be businesses of a certain type and size. They may all be individuals 
with similar income, jobs," or- education. Customers day all be around the 
same age. They may be of * the same sex or nationality or have the same 
special Interest. Lui£ f possible customers were (1) small businesses and . 
(2) wealthy homeowners. ■ - . 

If you ran a sporting goods store specializing in tennis, sWing, and 
backpacking equipment, you would probably have customers around the same 
age -(young people — ages 15-34). Customers of a kore selling golfing or 
boating equipment would probably be a slightly .olde* group of people in 
the high income .ranged Customers using a bookkeeping* service would 

' • 17 . . ' 
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probably be small business owners who\coiild not affbrd to hire a f Mil-time *v*-->*%A « 
bookkeeper for themselves. ^ * 0 * 

Usually you cannot please all possible groups of customers* You * s 
should pick the one group that is most able and willing, to bti?«your prod-' v 

uct or service. \ \ 

* • * • » ' - '*•,•/ 

* a 

» • % p 

* (4) The kind of competition you have . Luis needed to^lcnowif he had 
any Competition (other businesses in his area that were selling similar * - * " 
-ptoducts or services). If so, what produtts. and services did t°hese busi— < — 

nesses sell? Who \<ere their customers? What were their strong and weak * * 

points? ^ 1* 

He found that' the other guard business i^ town was working with small 
businesses*- There were no protection businesses for private <homes ? . Luis 
decided he would concentrate on families, since he had no competition in 
that area. He also, decided next to sell home alarms since* another company 
was already selling ,them. j If Luis had depided to start a guard service^ 
for businesses, he would nave had to do a better job than Ace, in som^ 
way. For example, he would have to offer extra or better services or 
lower prices. ■ 8 

Picking a Business Image • # - 

« 

Once Luis decided he -would start a guard service, he needed to decide 1 
what his particular business would be like. What did" he want people to 
think of when they heard /about hife business? THis business image wotil'cf* be. 
determined by: > T' 

> # the products or services he offered, and their quality; . o 
• the appearance and attitude of his employees; '* , * ' 

his pricesjCfor example, discount prices or "deluxe" prices) ; ^and 
• v his business ^narne arid motto . (For example, Luis 1 motto could be 
^"Prompt, personal service „24 hours a day.") ^ 

» 

.. 22 ' * '* .'• % 
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WhefrA to Get Business Information |tnd Help % ' * < 

\ *••>», 

Luis needed help in starting his business. He will also need help as 

A 4 

he runsyhis business. He will have to find the following advisors. 

lawyer will help him choose the best legal form for his busi- 
ness and give information on taxes and business laws. The law^r 
can help Luis avoid legal difficulties and handle them if they 



/ 



occur. 



An" accountant will help Luis set up a good financial record- 
\ keeping system. «He or she will prepare and explain financial 
* statements and tomplete income* tax/ forms. The accountant can 

V 

also give advice on how to improve the business 1 finances. 
A banket .will give Luis financial and management advice. The 
banker can also help Luis borrow money to start his business and 

^to keep it going. 
A realtor Will help him find the best location for his business' 
and will help him buy or rent the office or .shop. 
An insurance agent will tell Luis what kinds of insurance he 
needs to protect -his building, employees, and customers. The 
agent will tjien give "him the insurance just right for his » 

" business. 



Luis can also get (free) business information from: 

f rlends, and relatives with business expedience; * %m 

business^people who sell products and services to hie* company; 
, tte public library; 
trade associations made up of other people in the same 4 business 
field;. 

the local Chamber of Commerce; 

the U/S. Small Business Administration (with offices in all 50 
States); 

a university small busine* 

other federal; state, and local* government agencies. 



fuimini* 

\ 
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b velopment center; and* 
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Summary 



To plan a" small business, you must collect a lot of business informa- 
tion, study it, and make 1 decisions about what your business will be like; 
this is caXled market research . You should fijid out what products or 
services you can offer and what- business trends can affect your business. f 
You should study the kinds of customers y6u can reach and the kipd of 
competition you will have* You can get help from your lawyery^accoun- „ 
•tant, banker, realtoi^ insurance agent, and others. You will pay for, 
some of this help, but you can get free business advice. from experienced 
friends, relatives, and government agencies. 
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learning Activities 

» 

Individual Activities » 

1. List all the ways Luis got information about guard services* Then- 
list a few other ways he could also have gotten information* 

2. Look up "Guard and 'Patrol Service" i^the Y^ljoy Pages of your phone 
book. For one or more of the businesses listed, fill in^the blanks 

beloy* Describe the customers served and the services oF£f'red. What 

t 

do you know about the business image *of these businesses from their % 



ads 



Business Name Customers Services Business Image 

> \ 
'3. Write a short paragraph describing Luis' business im'ag'efv ? Answer the 
following questions* . 
• • What kind of attitude and appearance should l^uis 1 guards have in 
order to keep up this image? 
• What price level do you think Luis should chafcge for his service 
< {low, medium;, or fairly high)? Why? > v 
* • 

4. List all the po&Sible graups in your community that might use guards. 
Assuming there is no competition at all, which group do you think 
would be most willing and able to .use a private -guard service? Why?~ 

j 

5. Make a list of a lawyer, accountant', and insurance agent in your town 
who could give help to a small business owner; (Write down ri^mes of 

< people you know, or use the Yellow Pages.) Talk to one of these 
people and ask how he or she makes a sm^ll business ownerVs jo^> 
easier. p 

. * * • ' 21 ' 

» * 
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* Discission Questions 

1. Suppose you are tanking of opening a record shop In your town, fcist 
t *- a fgw trends that would influence your business. How could "yo'u take 

advantage of these trends to make your business niore successful? 

2. - Describe the different kinds of customers a record shop could have. 
v What kinds of products and services would ea€h ^roup want to buy? 

3. . List the stepp you will need to take in order to decide whether to 

open your record shop. Also list the kinds of information you will * 
need to plan your record shop. For each,- give* one place you can go 
^ to get the information. 

> > t 

». V 

Group Activity * 

Make plans to start your record shop. Have dif f erent^m&t^bers of your 
group collect the information you will need (see the text and discussion 
v guestiort #3). Make sure you study your competition in town or in yotir 
p * neighborhood. 

Discuss what you found out. Then decide what your new shop will be 

like. .Pick the group of customers you want to sell to. Decide what ybu 

* » ^ 

should sell, .including tfew products or services to make -your shop special. 
Decide on a business image, a business name, and a motto. 



(If you don* t*think a new record sh6p cdiild succeed in your town, 
give several^ good-seasons.) - "~- _ , '» 
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UNIT 3 



Setting Up a Small Business 



Goal: To help you make decisions about buying, organizing, 
and licensing your small business. 

Objective 1: Describe the three forms of business 
ownership. > 

Objective 2: Describe three types of business 
opportunities (ways of getting into business). 

Objective 3: List two business permits that may 
be needed to start a small business. 



A SOLE PROPRIETORSHIP OR A PARTNERSHIP? 



' Willie Nelson had been*tuning cars in a large shop for 
several years in a small city in Michigan, Before that, 
he 1 4, had* other mechanic 'jobs. Then he saidj "I think I'll 
start up a Quik-Tune franchise business like the ones in * 
Detroit. I'd tune cars all day, and I'm real good at that. 
I don't know much about handling money, but I hear the 
Quik-Tune people teach you that in a special class before 
you start." 

Willie had heard that franchise buyers have to have a 
of crfsh to start, especially to build a new building, 
wasn't sure if he wolild have enough, even with help from 
'fronds* He wondered, too, "Do I really need .Quik^-Tune's 
famous nafcy to help me get customers? People in town are 
keeping^-^heir card longer, and they are taking better care 
'of them. They also like to save time. I'm sure the folks" 
V in town would gladly give me lots of business, even without 
Quik-Tune' s name." 

Willie's old friend, Jesse Johnson, had another idea. 
"I've'been running my uncle's used car dealership for five 
years. 1 know how to keepybooks, and I'veJiired and fired 
a few workers. I can getTabout $25,000 to put into the 
business. Why don*t we start the business together and be 
partners?" Jfc * 

• 

The idea soCinded good to Willie! Together, they could 
afford to buy the local auto repair shop that "was for 'sale. 
Bud Sorenson', the owner* was retiring, and his son didn't 
want to carry on the business. The building and equipment 
were old but usable. 

In high sciool, Willie and Jesse had been gpod friends 
and had worked well together on the football team. "But in 
business^that's something elsel I've heard that sometimes 
people get burned when they go into, business with buddies," 
Willie said to himself. He talked about it withN^is wife, 
with Jesse, and with the bank fot a long while. Then 'he 
made his decision. He and Jesse sigjied an agreement, and 
they became partners in J&W Ready Tune. 
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Setting "Up* a Small Businesrs 



^ Willie had to make xjertain legal and business decisions in buying. and 

* organizing* his small business. He had tol 

] . . * 

• picket he form of ownership he wanted; 

• choope the type of business opportunity best for him; and 

• .get necessary business licenses. 



Form 8 of Business Ownership 



There are 'three main forms of business* ownership: 

• sole proprietorship; 

• partnership; and 

• corporation. 4 * 



Willie considered the) first two* 
A sole proprietorship 



is a business owned by one person (sole « 
Ownership).* Sole proprietorships are the most 




single; proprietorship 
common form of business ownership* ' Businesses with a single owner can be 
formed easily with little "red tape." Owners of this form of business 
are free to make their own business decisions. They don't have to con- 
sult others in the business. * Therefore, they can decide quickly and make 
^changes easily. They receive all the profits df the business. 

. Willie knew that sometimes dingle owners make poor decisions because 

they have no one to give theja advice. -Sometimes they have. a hard time 

# * 

ting enough money for their "business. He knew that If his one-owner 
business* did poorly, he would have to take all the responsibility. If 
his business 'owed money, hi would have to pay all the bills even if he 
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had to sell the business and some of, his personal belongings (like lii.s 
car or hodse) . , 

^partnership is a business owned by two or more people. The part- 
ners share in raising money, making decisions, and taking profits. They 
are all responsible for business failures and debts.* Usually* the ideas, 
abilities, and money of all the parties go into the business. 

However, partners often have disagreements. Sometimes a partner may. 
suffer for the mistakes of another partner. For example, if £he partner 
who handles the money gets the business into debt, the other partner must 
share in" paying the debt. 

Willie and Jesse made plans to avoid some of the possible problems of 
a fl partnership. They wrote an agreement before their business began. 4 
They decided ahead of time wKat duties each one would have and what deci- 
sions each one would make. They agreed how to divide the profits and 
share any losses. They also 'decided what to do in case cither of them 
wanted to leave the business. 

v ■ 

Another form of business ownership that Willie and Jesse did not con- 
sider is a corporation. < 

A co rpora tion is a group of owners ("stockholders") that acts as a 
single business unit. The people who own pieces, of- the business ( shares ) 
are called stockholders . Stockholders collect part of the corporation 1 $ 
profit, depending on the number of. .shares they own.* 

The stockholders elect the board of director* and vote on important 
matters. The board' of directors make* general business policy. It 
chooses officers to make the day-to-day business deefsons. 

Corporations get money to ,run t"he business bjf selling stock.^ If Jjhe 
corporation ha* a business loss, it must take responsibility for its 
bills, but the individual stockholders are protectee! by law from losing 



their personal belongings* (However, in some closely held corporations, 
stockholders have to pledgfe personal .belongings to get business credit.) 

Corporations are more complicated to form than sole proprietorships^ or 

partnerships and usually more costly. The state requires that # special 

o 

papers be filed an*d certain fees bQ paid. Also, corporations must pay 

,more kinds : of taxes t'han sole proprietorships or partnerships. 
» 

• ' " \ : 

Jfays^of Getting into Business / v 

Willie considered two types of business* opportunities — buyJLng an 
eki'sting Business and starting a franchise business. He and Jesse could 
also have started a mew business ^Jfct on their own, "from scratch." 

• Buying an existing business from another owner has certain advan- 
tages. * The' new owner* does not have to do as much planning about • 
the business, and he . or she already has a certain' number of cus-"* 
tomers. Owners may sell a business because they are breaking up 

% a partnership or retiring. However, they may also want to sell 

because tjie "business is*doing pdorly. n 

• Starting a new business allows the owner to make all , the deci- 

sions aljput the business, "from the ground up." Sometimes small 

business owners start new businesses because they believe the 

area has lots of customers and little or no competition They 

* 'may* also start -a new business where there is competition because 

* • — 

they feel that they c;an offer a better product or service. 

• Getting a franchise means opening a business thtfc offers the same 
* products or service^ and has the same, name as a nunrbex^ of other 

• stores^ Individual business owners* own the branch office or, 

store but pay a certain amount of money to the parent company in. 
» » 

exchange for use of the name, advertising, and other 'business 
help. For example, they may receive trainijog on how to start the 
business and howto manage* employees. Willie found out that he 
could receive information from Quik-Tune on how to tune all kinds 
of cars, hoW to set up the business, and how to keep financial 
records. % • ' # 



Franchise owners often can buy goods and equipment at lower 
prices through the parent company and can get help with business 
loans* In franchise businesses, the business idea has been tried 
in other .places and has been successful* Many people have 
already heard of the company and are willing to become customers. 
Therdfoye, it f s possible to have good profits even in the begin- 
ning pfyase of the business* ^ # 

There is often a high starting fee to pay to the parent com- 
pany, however. Every year Willie would also have had to pay a » 
certain percent of his revenues.. He would have less freedom to 
do things his own way. - If hk did not rilh the businesscthe way 
the parent company wanted him to, he pould lose the franchise , 
contract and maybe some of the money he had invested. 



Business Permits You May 



Depending oil the kind of business and the laws of their city, county f> 
and state, small business owners may have to get; 

permission to build or to occupy space (building, zoning, and * 
"use 'and occupancy" permits); 

• a city or state license "to do business," including various tax 
• " II> numbers; 

• h health permit (for example, for businesses selling food); or 

• - an occupational license in order to do certain kinds of work (for 

example, state licenses for all purses). 

i * • 

Willie and Jesse only had to get one of these permits to start their 

business — a "use and occupancy" permit. They had to tell t;he City Build- 

ing Department What kind of business they would have in their building 

andf pay a $10 yearly fee. 



S»"^y ry *" * • *« 

As a small business owner you will have to decide Whether 'your busi- 
ness will be a sole* proprietorship, a partnership, or a corporation. You 
must also decide whether you will buy an existing business, % start a new 
one, or gfet a franchise. You may also have tb get certain business 
licenses before you start. 
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Individual Activities 

\. Write short definition/ of the words sole proprietorship , partnership , 
corporation , and franchise . ^ 

2. Below are several phrases describing the three forms of business . 
^-trfmership. In the/blanks provided write /he correcft form of owner- 
ship 8ole_££o£rietorsh^ > partnership , or corporation* 

a . This form* of business is easy to start and has \ 

several people running it. 

b # w The one person owning this form of business can 

lose most of his or her personal belotiging§ if * 
the business fails* 

c# * In this form of business, funds can be raised by 

" *~ selling pieces of the company. 

d.> Disagreement's in this form of business may be 

hard to fettle because there is no board of 
directors to^make general business, policy. 

3. Call- your local City Clerk and Health Department to find put what 
kinds of permits your town requires to start (a) a tune-up shop, 
(b)~a second-hand furniture store, and (c) a restaurant. 4 Try to get 
a general idea of why these permits are required. 



Discussion Questions 



1. List some of the -pros andvCons" of buying an existing business vs. 
starting a new business. > 
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2. Give as many examplesof frari&hise businesses as you can. In what* - 
fields do franchises seem to be 'most coiiimon? 

3. ^Discuss some of the possible problefas of, a partnership • What are 

some of the disagreements that could occur? What are some of *h^/ 
thing^ that one partner; could do that would hurt' the 'other partner(s)? 

~4. Do you thin!* Willie made the ri?ght decision in choosing to start a 
partnership with Jesse instead of starting a franchise by himself? 
If he had^gotten a^Quik-Tune franchise, what kinds of help would the 
^ parent company have given him? What obligations Would Willie* have* * 
had to the> parent company? 



Group Activity 

Assume that yofcr group (of five or less) has gotten permission to - 
• f 
start your own business — a snack shoo at school 

you need $200 to start your business. Decide itow much money each of you 
will contribute and whether you want' to become~a partnership or a cor- 
poration. List the "pros" and "cons" of each.- 

a. If you decide to become a partnership , y rite up a short agreement 
describing: 4 

• how the jobs will be divided; 

• how the profits will be shared; and 

• what wi^ll happen if one person~wants to leave the partnership. 

f 

\ 

V * v— v 

b. If you decid^ to form a eorpo ration , elect two members to the board 

of directors. The board of directors should then choose the presi- 
dent of the ctfmpany, who wiU make the everyday decisions. The whole 
^ group sfopuld also decide how'jjJfef its' will be divided. Should some of 
the ptofits be kept in the business to heljTit grow? If so, what 
percentage should go to stockbrokers? 
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UNIT 4 



^Choosing a Location 



Goal: to help yon choose a business location* 



Objecti'^ri: List fiye things to think aboufc' in 
choosing a business location* 

Objective 2: List four ways you can get information 
to help you choose a business location* 



y 
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FRANK DECIDES WHERE TO LOCATE 



-Frank Vitale, an experienced chef and waiter, was think- • 
ing about starting a health food restaurant. He knew that 
health food restaurants were very popular across .the coun- 
try, especially among the- well-educated middle class. Com- 
petition was mainly from other medium-priced restaurants, 
/ such as family restaurants or those offering foreign food. 

Frank wanted to locate in a certain Colorado. t$wn. He 
had studied the people living there and the competition. 
There were no other health food restaurants in town, and he 
felt that his would be successful. He needed to pick a 
specific location in town. Here are his notes on the three 
spots he liked best. 

• "Site #1 is on Central Avenue in the downtown busi- 
ness district. It used to be a medium-priced Greek restau- 
rant that went out pf business. The area bas many high-rise 
office buildings and several exclusive dress sho{>s. There's 
a very 'Successful, expensive French restaurant nearby and a 
theater giving modern plays about six blocks away. The 
building rents for $50^ per month and does not need to be 
remodeled. j ; 

• " Site #2 , a former coffee s"hop, is on College Avenue- 
in. a neighborhood shopping area near the university. Stu- 
dents, single working people, fFfid young middle-class couples 
live in the area. Thei^ are a large drug store and a movie 
theater in the same shopping area, and two blocks away is a 
family hamburger restaurant ♦ The rent is $400, and the 
building needs to 'bejredecorated a bit. ' j 

* • " Site #3 is located on Aspen Drive; thej main road 
leading out § of town. About one-half mile before coming to 
the building, the number of stpres and homes begins to 
decrease and farms appear. Lower-middlerjfclass jf actory and 
farm workers live in the nearest gro3>^F home$. The 
building ^which rents for $300, used to be a bakery, so, it 
needs some remodeling 0 

•Frank decided to jent Site #2. After six months, his 
' business was doing quite well. The number of customers was 
increasing each week. 
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Choosing a Location 



Small business owners must' pick their business location carefully. 
This means picking a spot near your customers. If the location is wrong, 
people won f t come to the business, and the business will fail. 

Either renting or buying a building involves a lot of money. If yert 
rent, you may have to agree to stay in the building for a* few years once 
you move in. Therefore, it is important to pick the best building and 
location for §our money the first time around. 

Frank made a wise location decision based on research. He didn't act 
on his own feelings^t>r a friend!-s advice. He asked himself, "What do I. 
need to find out?" He 11 stecj^the information he needed to answer his 
question. Then he got the information, studied it, and made a choice. 



Information Needed to Choose a business Location * 



'^Frank got the following information^ before he opened his restaurant 
on College Avenue. * 

• The number of people living in the area . From a friend, Frank 
knew that he needed at^least 1,000 people living close to his ' 
restaurant to g£t enougn^usiness to succeed. Each type of busi- 
ness needs a different number of people in the area to succeed. 

If a business sells special products or services only to certain 

* 

groups (sutfh as cameras or computer services), it may need a much 
larger number of people nearby. * ^ 

Sites #1 and #2 both had enough people for Frank's restau- 
r?nt, but the sho|> on Aspen Drive pTrobably did not. Frank Was 
not sure that he could get enough business there from people 
'driving through, either. 
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The Rind of people living in the area * F^ank, like other small 
business owq^v, chose an area where he felt that a large percen- 
tage of the Wsidents would want to buy 'his products and were 
aBie to do so.. He studied the income, education, and age level 
of the people %vi all~three areas. He also thought about the type 
of restaurants each group might lik^. He thought that his res- + 
taurant probably would not be fane/- enough for the people, living 
and shopping downtown (Site #1). He .decided this because d£ ^ 
their high income level and the fact that the French restaurant 
was succeeding while the less expensive Greek one had failed. 

Frank decided that the people living near Site .//3 probably 
could not afford to go to restaurants very often. Wh|n they did 
go out to eat> he thought that they would probably prefer a dif- 
ferentkind of restaurant. 

The kind of busines^area . Frank needed to think abolit the type 
,of business distric^W wanted to J>e in and the businesses he 
wanted to be nefarby* He also had to find out where his^ competi- 
tion was. 

The three locations Frank thought about were in different- 

types of businesB^areas — downtown , on a main road outside of 

town , and in a neighborhood shopping area * ;Ife also could- have 

looked for" space in a large shopping center or a.long a highway . . 

.Each type of * area has its "pros" and "cons/' Two important 

things to ask are: "Is the area easy for customers to get to?" 

and "Does th§ store or office have enough parking?" 

V 

Frank wanted to locate near other businesses that served the 
same kinds of customers as his restaurant* If he^was located 
near a movie theater (Site #2), he thpught he would get more 
young, middle-income customers than if he were near a theater 
showing live plays (Site #1)* Site #3 had very few other* busi- 
nesses near it, and Frank decided .that this would make it hard 
for him to attract customers for his restaurant* 

Frank didn't want to locate near his main competition — another 
health food restaurant* He thought, however, that T>eing close to 
other types of restaurants (like the hamburger restaurant) could 
actually help his business* People would think of his area, when 
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they wanted t<^gg put to eat, and often they would choose his 
restaurant* > • 

The same may be true for other small businesses* It would be' 
bad for too many shoe store? to locate in the same area, but a 
few grouped together may be a "good idefc. People like to shop 
where there is a wide ctioice 'of shoes* y 
The business history of the area *. Frank needed to know how the 
other businesses in* the >area were^doifig. He also found qut about 
^he successor the business that had^beeniti the building before. 
Tfre^re^lT restaurant on Central Avenue, which probably had simi- 
lar customers to wtikt^ Frank 9 8 would haVe^ failed. That told him 
that his* business might* fail, too, in that' location. '.The bakery 
on- Aspen Drive was not ^loing vejy well, .either, but * the' ctfi-feoe 
shop on College Avenue «was. Frank thought that a more modern 
restaurant in that location would bring in even more business. 
The condition and cost of the building . Frank had to find a 
space that was the right size, had the right equipment, apd pas 
the right price* * He decided that the rent at Site #1 was a bit 
high. The rent for' Site #3 was* low, but Frank would have had to 
spend mbney- removing the bakery shelves and ^emodelihg the s 
kitchen* frank thought that the rent'he would have to pay at 
College Avenue was fair. He also figured that he could redeco- 
rate quite cheaply. § ' 



How to Get Information about Choosing a Location 
Frank got his information in many ways.* 

• He asked his realtor about building sites in town^ that were for 
rent and got advice about which ones were best for his restaurant. 

• He looked at street maps and visited each location. He also 
inspected the building carefully. ' 

♦ • He talked to neighbors (business people and customers itf the 

area) and to the business owner who used to occupy the building 
, he was thinking about. 1 * - 

• He got business information from the local Chamber of Commerce. 
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• He ifted information* about the people and businesses in the area 
from books gut out by the U.S. Department of Census. . 



c ■ ' 

Summary 



Having a gppd location gives a business a greater chance of success. 
Before picking a location, .you should study the number and 0 kinds of people 
living in the area. You should find out about the kinds of businesses in 
"the area, .their business history, and the cost and condition of the 
buildiig. You should usd as many'kinds of information as possible to 
help you decide. These include visiting the area, talking to neighbors 
and other business pwners^and studying information from various business- 




Learning Activities 



Individual Activities 

♦ 

i 

l.a. Pick a certain* business you are interested in. Talk to someone at 
the Chamber of Commerce and find out how information from that 
agency can help business owners choose a location* 

b. For the same business, "ask a realtor to suggest a good location in 
your town* Find out why he or she chose that spot* 

2*/ On a map of your town, pick a spot that you think would be good for 
an exclusive men f s clothing store, a -small, quick-service grocery 
store, and a landscaping service. M^e your decision based on the 
type^of business district and t^e people living in the area* (Assume 
- Jthat you have no competition.) Explain why you chose t4ie spots you 
did* ' — » 

-'- " v < 

Discussion Questions 

1. ' Do' you think Frank chose the riglit location for "his health food 

restaurant? 'Would. he have succeeded in either one of the pther two' 
spot's? How could he^have cha'nged his .business to get more" 'customers 
at Sites #l-,and # #3? » ■ » * 

2* Why would you need more people in the area to start an antique store 
than a small* food market? 

3# ,Wfoen should you locate your business next'to your competition, and \\ 

* • 

when shouldn't you? Give, examp&s for several different businesses. 
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kx Suppose**you want to start a document delivery service. You would 

deliver letters and small packages between businesses and to and from 
the airport. One location 1 you are thinking about used to be a dress 
shop. It went out of business. Does this mean your" business will 
fail too? List other information you would need to; know about the 
location before deciding if it's good for you. Txj to think of other 
things that would be helpful besides those listed/in the text. 



Group Activity 



\ 



Find a store or office in your town fhat Ls tor sale or rent. Decide 
on the type of business that w^uld do well in this location. To do this, 
interview the past business owner or other business owners in the area, 
i£ possible. Visit the builditig, look at the /neighborhood, and talk to a 
few people living in th<* area. Collect any </ther Infqrmation you can. 

Present your information to the class ahd tell why you picked the 
* / * 

business you did. If you thin^c the location is poor for aU ( kinds of 

businesses, tell why. 
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UNIT 5 



Getting Money to Start 



X 



V 



Goal: To help you plan how to get money to start .your 
business. 



Objective 1: List four sources of money t6 start 
your small business. 

Objective 2: List three kinds of information you 
must give your banker to get a business loan. 

Objective 3: Describe the five sections of a 
business description * • 

Objective 4: State the purpose of a stafemen^ of 
, financial freed and list its three parts. 
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CALVIN AND HENRY- APfcLY, FOR A LOAN 

> 

* f 

Calvin and Henry Fong were experienced barbers who 
decided to open a barbershop in San , Francisco r "There were 
no other barbershops in our area that give quick, cheap 
haircut^ and shaves," Calvin reported* "Many of our neigh- 
bors told us they wanted a 'no frills 1 barbershop close 
by. We decided not to worry about the people who wanted 
fancy hairstyling.' They could go to the new salon on . 
Market Street." - 

Calvin and Henry found a store for rent in the shopping 
district that seemed an ideal size, and^ location for their 
business. The store needed to be redecorated. Some new 
barber sinks aiso had to be installed. The contractor 
asked for $1,800 to do the job. The brothers bought the 
dryers, barber chairs, and other'' furniture they needed for 
$2,000. Before they opened the shoR, they bought a large 
amount of supplies .such as shampoo, shaving cream and 
lotion, razor blades, and towels. 

' % 

They also needed money for the rental deposit, the 
utility deposit (electricity, gas, and water), and pre- 
opening advertising. 'Other start-up expenses included a \ 
business license, accountant fees, and insurance. 

Calvin and Henry figured that their expenses for the 
first three months would include a salary for Mike, a part- 
titne employee, rentL, utilities, supplies, advertising, and . 
"other" expenses. Neither Calvin nor Henry planned to take 
a salary for the first four months. Calvin would live off 
of his savings, and Henry would work in his father's resr 
taurant part-time. Henry said, "We had to spend about 
$7,000 in the first three months. About $5,000 of this we ' 
had to spend before we even opened for business.". 

Calvin had $1,500 to invest in the business, and Henry 
had, $1,000. Calvin's brother-in-law offered to lend them 
$2,000. .They also applied for a business loan from their 
friend, Mr. Lee, at the Imperial Garden Bank. They asked 
for money to cover expenses for the first three months. 
Mr* Lee approved the loan. 
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Getting Money to Start 

Calvin and Henry were well, 'on their way to opening their business.-. 
They listed the expenses they expected to have and" the amount they hoped 
to earn. J'hey figured how much money they would need and collected the 
jnoney from several sources.* 

Where to Get Money to Start 

«. 

Some of the. money to statt a small 'business will come from sources 
"close to home." 

• . Your own money * Calvin and Henry put a large part of their 

savings into their new barbershop. They could also have gotten 
cash by selling their car or other belongings* 

# Gifts, loans f and investments from family and friendp . Calvin 
and Henry got a personal $2,000 loan from a relative interest- 
.free. We didn't want any other investors, .because we didn f t 
"want to split the yearly profits more tehan twp ways," says Calvin 

"Besides, investors like"t\ help^make the decisions, and I think 
. two f business managers 1 # a re enough!" * 
' The rest of the money* to start a business "usually' comes from a business 

loan. „•'..***.■ * 

— Banks and credit unions . Calvin and Henry Applied for a loan 

4 from Mr. Lee at the, neighborhood bank. If they had been members 
of a credit union, they might have borrowed money there.. 
• # , The.* Small Business Mndriisfration . the Shall Business Adminis- 
. tration (SBA) might also have been able to help Calvin and Henry, 
especially if they couldn f t get a bank loan, pie SBA ends money 
directly to' §mall business owners -and helps, them borrow money 
, from banks. 



Most people apply for a business loan to get at least some of the 
'money they need to start their* business. With a business loan, you have 

to P a y back a part^of the l(oan money every month, plus a certain percen- 
, tage of interest . (Interest is the extra money you pay for the privilege^ 

of using someone, else f s money.) If you can put a large amount of your* 

own money into the. business, then you will have less loan money to pay 

back, and less interest. 

• \ 

Information Needed to Get Business Loans 

1 

Calvin and Henry needed tkgive three kinds of information to the 
batik before their loan- could be approved. 

1. Personal information . Calvin and Henry had to fill out forms 
telling about their schooling, work experience, and finances. 
.They also had to show that they knew* something about barbering 
and hjad good business sense. They had to have some of their own 
money to put into the business. 

The bank wanted to know whether they woulil be a|>le to pay 
back the loan, even if the business failed. Therefore, Mr. Lee 
asked for information about Calvin f s and Henry f s other job skills 
y and required collateral for'the loan. (Collateral is a valuable 

possession like a house or car that is given as a pledge that the 
% debt .will be paid. If the loan is not repaid, the bank may sell 
the possession to recover the money it lent.) Calvin offered his 
house, * which was partly paid for, as collateral fpr^their busi- 
ness loan. He also explained that he could go* back toYo rkin 8 in 
his uncle 1 s barber shop in Fresno if his business failed. , 
Business description . The brothers had to explain what their 
business was going to be like and why thejf thought %£ would , 
succeed. A business description usually tells about: 

o 

the, business 1 ' products or services; 

• the location of the business and type and condition of the 
■ building; 

* the kind of competition the business will have; 
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• the* kind of customers the business will have; and * 

• ways of making the business special and "beating" the compe- 
tition* 

3» Financial information .about the business .^, To get a business 
loan, Calvin and Henry had to fill out several financial forms. 
One of these was a form-showing how much, they expected to earn 
: and spend every month during the ilrst year. (An example of a 
slightly different version of^ tliis form — called the profit and 
loss statement — will be given in Unit 14.) They also had to give 
information to show their business really could make the level of 
^ s&les they predicted. The bank was interested in knowing when 
the business would be able to start earning a profit — that is, 
when the income would be larger than expenses. It also wanted to 
know how°prof itable the business would be. The bank wanted to 

lend to a ibusiness that would use the money wisely and* would be 

* " " ». 

. able to repay the, loan, / 

v 

Calvin' and Henry also ha$ to fill out ar f orm telling the bank 

*. ' C 
how much money ttiej needed ko borrow (a- statement of financial 

need). ^ 



The Statement of Financial Need v $ 

Calvin and Henry's statement of financial need appears on the follow- 
ing page. The left side of the form lists the amount of money they 
thought they would k >need for the first few months of business ( expenses ) .* 
Calvin and Henry chose. three months. Other small business owners may 
want to barrow money to pay expenses -for the first six months or drirst 
year pf business. Calvin -and Henry's expenses were divided into start-up 
expenses (money needed .right at the beginning to open the business) and 
operating expenses (money needed after start-up to nin the business every 
month). By adding these two types of expenses, Calvin and Heftry figured 
out the total starting expenses foif the first threo. months. • ' v 

The top right side of the form .lists' the amount of money Ca*lvin and 
Henry put into the business. This included ^money from their savings and 
a loan from a relative. This amount is called ^ tQtal^money on hand . 



STATEMENT OF FINANCIAL NEED 

Expenses 



( Vr»t* "EM rot* TVi y*o o Mnn t*Vi c "\ 




noney on nana 




Start-up Expenses 




Owners 1 Cash on Hand 


$2,500, 


Rental Deposit 


$ -200 * 


> 




Utilities Deposit 


40 


Loan from Relative 


2,000 


Repairs and Renovations 


1,800 






Equipment and Furniture 


2,000 


TOTAL MONEY ON HAND 




Supplies 


300 


*i " K 
t. 




Advertising 


100 




t 


Other 


450 " 








TOTAL START-UP EXPENSES 


$4,890 


TOTAL EXPENSES 




* 

Operating Expenses 


• 


TOTAL MONEY ON HAND 




(for fir^t £ months) 




Q. ' — 




Salary (for Mike) ($200 x 3) 


$ 600 






Rent _ ($300 x 3) 
Utilities ( $30 x 3) 
Supplies ( $50 x 3) 1 


900 
90 
150 


TOTAL LOAN MONEY ^ 
NEEDED 




Advertising ( $50 x 3) 


150 






Other ($100 x 3) 


300- 






TOTAL OPERATING EXPENSES 


$2,190 






TOTAL EXPENSES 
(For first 3" months) 












** 


* 



> The box at the. bottom, right is for figuring out how much is needed 
froft the bank. By subtracting* the amount of money they ,had from the* 
.amount of moaey they needed, Calvin and Henry "calculated the total loan 
money needed . 



In starting^our*.awn small business, you will probably use your owp 
money, get loans from friends, and borrow fifom a bank, credit union, or 
the Small Business Administration, To apply f.or a bank loan r you will 
need to tell the bank about your work experience and finances, what your 
business will be like, the level of sales you expect, your business/to 



have, and how much money you will need to^get started. One form that 'may be 
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Learning Activities ' 



Individual Activities 



T 

1. List the names of the three main totals given on Calvin and Henry f s 
statem^ptr of financial need. List the three main'sources from which 
they got money to start their barbershop. 

2. Write fa business description that Calvin and Henry could have used to 
. get a business loan. Includethe five parts' described in the text* 

For ejach past, write one shc^^aragraph of about three sentences. 
RemeAber that this description should show the, bank that Calvin and 
* Henry ^VbtUiness is well planned and likely to succeed. Based on 
this and\>ther information, the bank would decide whether to give 
them the wafc. i \ x 



is ' 

3. For Calvin and Henry's statement of financial need, compute the total 
expenses (for thi first three months) by adding all the figures in 
the left-hand section of the form. 

t Compute the total money on hand by adding , all the figures in the top 

right section. ' * 

" $ 

4 

*■* ' 

Enter the^two totals in the bottom right section of the form. Then - 
compute the total loan money needed "by subtracting money on hand from 
expenses. This is the amount Calvin and Henry will need to borrow 
from the bank. 



Discussion Questions 

1. What types of personal fiTnform^t ion do you fcftink Calvin and Henry g&ve 
Mr# Lee? How do you thipk they gave him these different types of 
. information? (For example, did they give inf ojrmation aboilt^heir 
schooling through a school transcript, a .short written paragraph, or 
an outline? Or do you think tttey. gave him the information orally 
during the loan interview?) » 

;2. Calvin and Henry ^sed their own money and loans* to pay their expenses 
for the first three months. After the business starts, what other 
source of mone^will^the^have? How will they use this money? List 
other ways Calvin and Henry will use their money as the business 

; ■ 



grows* 



3» Suppose Caltfin and Henry bring in $900 from barbering in the first 
month and their sales grow by $300 each mo^th. \ Their operating 

^Xp^nse* 5 11 Vip 47^0 a rnnnth f{jr tlnh f^rof- «iv mntif-hg. Uhpn ran 

Calvin start .taking $800 out of^fcfie business as salary? 



/ 



Group Activity , 

Role play Calvin and Henry's tjjalk wi^th Mr* Lee at the bank# Select 
individuals in your group to play /the tyo brothers and'Mr# Lee/- Qalvin, 
and Henry should give Mr* Lee persons/information, a business descrip-_ 
tion, and a statement of financial need* I Mr. Lee should ask questions in 
order to decide if Calvin and Henry are ajgood business risk* Mr. Lee 
should decide whether to give a loan based off how well Calvin and Henry 
present their case* ^ 



« 
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UNIT 6 



Being iji Charge 



To help you be a good "boss" in your small business* 



Objective 1: List three steps you should take 
in organizing new workers*-, , 

Objective 2: List five steps you should take in 
♦hiring a new worker* 

Objective 3: Describe several ways of- keeping 
ydur workers happy* 



, ED HIRES AN EMPLOYEE 



Ed Olsen, a fonner mechanic, started ftis own, auto 
parts and autb repair shop after being^ injured in an acci- 
dent. He decided to manage the shop and sell auto parts 
and to hire Sal, a good friend who was "a mechanic, to work 
for him. Now* two years later, td had so much repair work 
that he needed more help* 

Ed decided to hire someone to do oil changes, lubes, 
and tuneups. The new employee would also clean the shop 
every day. Sal would do the major repair work. Ed would 
continue to keep track of auto parts. He wcruld take all 
^customer orders and organize the work for the two mechanics. 
He'd also do all the banking and recordkeeping and would 
check all- shop equipment weekly to make sure it was working 
well. 

Ed advertised for a "mechanics assistant" in the local 
paper. Four people applied for the job. Ed hired "Mario, a 
young man who fiad worked for a year and a half pumping gas. 
.Two months after Mario started work, Ed noticed that Sal , 
seemed unhappy and asked why. "I'm having trouble with 
Mario. He's learning the job quickly, but he won't help me 
on big jobs. He says he's not supposed- to do major repairs 
He seems to think that he, should take orders only from you. 
Sal also said, "I've* been working harder than ever recently 
and don't seem to be getting any rewards." 

"Thanks for letting me know, Sal," said E&. "I'll try < 
to do something about this." Ed talked wi*h Mario'. M*rio 
seemed a bit afraid of Sal becau/se Sal knew so much about 
cars* He didn't want to try other 'repair work because he 
didn't think he could learn. "That's f unny , ^Mariol" said 
Ed. "Sal^tells me you're a fast learner "and he'd like to 
teach you more if 'you' re willing." Mario said he was. ,Ed 
decided to make some changes. Sal wduld decide how all 
work would get done and by whom. S»l would also receive a, 
raise. Hfcen Mario had extra time, he'd help Ed check in 
part 8. * Sal and Mario agrfeed-to try the new plan. 



Being in* Charge 



} f Working with your employees^can be the most enjoyable — and- the most 
diff icultf- part of running, a small business. The success of your busi-t 
ness depends, to a great extent, on doing a good job of "bping in charge" 
of your employees.. If you don't have enough workers, you won't; be able . 
to get your work done. If your workers do -poor work or are rude to cus- 
tomers, you may lose business. t If they, quit or are fired, you will have 
to spend extra money 'finding and training new ones. 

How to Organize Your Workers 1 Tasks ' ^ , 

i Some small business owners have no people working -for them. As the 
business grbwg, the owner may hire at l6ast one worker. When the owner 
starts feeling nervous about' all* the work there is and thinks that it all 
won't get done, it is probably time to hire on$ of more employees. ^ First 
he or she should figure out if there are going to be enough earnings to / 
pay workers and should get organizecMn the following ways: * 

• Decide on the tasks your employees will do . E4 tried to think of 
tasks that «could be done easily by someone else so that,. the 

, shop's work would be done efficiently and 'in 3 co&t-ef f ective 
- * manner; This meant giving up* tables that,, he was not good at or 

* that took too muct^pf his tinfe. He wanted to''hirejSomeong else 
^ to do- the mechanical work because of his injury. He gave'M^rio v 



the jol> of^ cleaning up because he felt it was more important to 
do other jobs himself — lot example, the financial recordkeeping. 
Later, Ed gave Mario the job, of checking* in supplies to save him- 
self time for ottjer thing$. 

Ed also* plahnned to have similar tasks done by the &lim^ per- 
son so that person could* specialize in one part of running the 
•shop. He didn't think it made sense for a worker from the repair 
shop to keep bookf or sell parts in the store. 
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When hiring workers or changing the tasks they do, It is 'a 
. good ide'a to put instructions in writing. A job description % 
tells a worker what, to do and how to do it / It also explains how 
the job ties in with the other jobs in the business* 
t • Hire good workers * After Ed knew what tasks he needed done, he 
' % tried to find people who* could, do th^m well. He decided what 
training and wotfe experience he wanted his workers to have. He 
also had to, decide on % 'fair salary to offer. 

# Explain the job clearly . OnceJEd hired Sal and Mario, he told 
them exactly what their jobs required. He alsp made sure that 
Mario got the training he needecf to learn \Ms job. ; T He for^bt,' 
however, to explain to Mario that sometimes he would have to help 
Sal on extra jobs. " • , 

• Give the worker responsibility for the job . Ed trusted N his 
workers to, do their" job$ well. He checked their work from time 
to time, especially at the beginning, but did hot "breathe, down 

** their necks." He tried^pot to do all the work himself. "I know 
<that if I try to run a 'one-mini show, 1 I'll* burn out very y 
quickly." 

The more responsibility^you give your workers, the more auth- 
pri'ty you should give them as well. Sal, for example, was sup- 
posed to~ see that all the car - repairs got done. His problem' wa^ ' 
that he didn't have the power to get Mario to help .him. When Ed 
explained to Mario, that Sal was "boss""of ttie repair shop, it was 
, easier for Sal to get the work done. 

How to Hire a 'Worker 



This is the best way to hire a new worker. 

• Decide what the worker* should be like . Ed wrote down what the 
t^sks of each worker would be (a job description) and also listed 
what training and experience he wanted his worker to Jiave. For 
'Sal's job,- he wanted someone who knew a lot about car repair and 
had Worked as a mechanic before. For. Mario's job, he wanted . 
someone wittr a high school diploma and general work experience 
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only. '* Ed thought thit the person taking thi* job could 1 easily be 
trained at work, since he was offering a fairly low sal- 

ary, he realized he would not be able to get someone with a lot 
of experience* . ' - 
Look for workers . ' Ed got his workers in two ways. When he heeded 
- hi^ first mechanic, he called his old friend Sal, whom he Knew 
was pertedt tor the job* To fill Mario's job, he advertised in * 
the newspaper. He could have put a> "Help Wanted" sign in his 
window, asked his friends about people looking for mechanic wbrK, 

or contacted' a lx>cal| high school, possibly one with a Trades and 

tk 1 * * 

Industry program. The* Statfc Employment Service would have listed 

his job opening in fc ibs files, to # o. When a persort fcith the right . 

• skills came in looking for a job, he or she would have been 

referred to *Ed. 

Look at job applications . Each perspn Applying for Mario's job 
had to fill out*a written 3ob application^ This had questions 
about education? other jobs- held, and special skills. Ed read 
these applications and weeded out one person who had nb work r 
experience, and one-^ho had changed jobs.*often/ He decided t'o 
talk to the .two pebprle who looked best' for the job.^ 
Have interviews . eJ talfefl^to Charlie* Peterson and Mario. He 
asked them questions! about* what they did'-at their last Jobs and * 
what their strengths arid wea^^esses were. He tried to' find out * 
'whether they would* fj it iiy well* in his business. He also told 
them mora aty>ut what he expected in a porker. ; 
Talk to past employers . Frank called Mario's and Charlie's old 
bosses tp find out if they had , been good workers. Charlie's boss 
said that he had been' fired from that jab. , Since Mario Vboss 
gave a good report hired him for the job. 



How to Keep Your Workers Happy 

In one sense, keeping wbrkers happy is not the- goal of a small busi^ 
ness. However, if -workers are happy, they usually work better and the . 
business, is more successful! Sal, for example, did not.-work. well whence 
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was having problems with. Mario* Soon customers would have noticed his 
poor Work, and Ed might have lost business* 

l , i * 

These are three ways of keeping employees happy* 

Communicate with your^workers * Ed let Sal* and Mario know what 
their job responsibilities were* He also told them about his ' 
daily work pla#$— thanked them when their work was good or 
when they did something extra* He gerf£ly pointed out ways they 
could improve* He also listened to their ideals about ways of / 
1 improving the business* -When trouble came up, he let them help 

identify the problem* * K s 

• Understand your workers' needs * Some business owners think that 
their worker^ are mainly interested in money* Although money is 
one reason for working, it is ofteti not as important as other 
things* -Sal worked as a mechanic because of his interest 9 ih 
cars* He also wanted credit for his good work and wanted to be ' 
friends with the other workers* Workers need jotj^ecurity* they 

( want to know that they won't be laid off as soon as business £ets 

slow. They waht a clean, attractive place to v work* They want to 
be treated fairly* and to have the chance-to be promoted to better 
*« jobs* You. should understand the needs of each of: your workers 
and try to meet them* This leads to happier workers and better 
* work* . * 

• Handle problems carefully and quickly * Sometimes workers may 

k have problems at work because of troubles ? at hotie or disagree- * 
toents'with other . worker^* They may find their work hard or 
'boring or may feel that they have been treated unfairly* As a 
§mall business owner, you should be on tfte lookout for these % 
kinds of problems* If you sfee an unhappy wqrker, ask him or her 
. privately what the proble^n is* .Listen 1 to iemployees 1 concerns and 
ideas* Say that you wan£ your workers to be happy and that you 
need their h£lp to make the business tun well* Promise to work . ^ 
yLth them in finding solutions to problems as soon as possible* 
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Summary * 

As a small business owner, you must know how to divided the work in . 
the business and how to hire the right workers for each job. You also 
must be able to solve problems with your workers. If ^workers are good at 
ry their jobs and happy at work', your business will probably be more suc- 
cessful. You will also experience the personal rewards of being a 
business owner. V 

r 




, Learnings, Activities 



Individual Activities 

u 

!• m Make a list of all the tasks that Ed, Sal, and Mario were responsible 
for at the end of the case study. ^ Do you think the wprk was divided 

wisely? Give a title to each of- their jobs. > 

x "J 

Title , / Tasks 

Ed 
Sal 
Mario 

2.' Place the following steps in hiring /a worke'r.in tHe right order by 
numbering them 1-7 

a* Advertise the job / 6 v^* 

b. • Choose the best person for the job 

c. Decide what experience t\% worker should have 

J ® 
Talk to former /bosses * 

e. List the tas^ that must be done ' ° 



f. ' ^ Interview the be^t ^hoice^s s 
»g; ; - Read completed jpb applications 




3* Find two or 'three ads for a mechanic in ttffe newspaper. Make a list 



of* all the kijrds of information given in the^ad. - 

4. Write a newspaper ad for Mario's job. Use the inf oroation in the 
case study plus sample ads from the 'newspaper (Activity #3 above) to 
help you. Put the job title or other important information in large 
print. ^ Include a short description' of the job and the experiehce and 
training needled. . (jive information 'about wages and work hours, too* 



Discussion Questions 

1* Do you think Ed handled his problem- with Sal and Mario well? What 
. did he do to keep- Sal and Mario happy? What are other things he 
could have done? Suppose Ed's^auto parts and repair business— con- 
tinued to grow. Ed had. too much to do. WJiat could he do to divide 

» ■ 

the work differently and keep everyone happy? 

2. Make a list*of some of the difficulties workers -may have on the job* - 
Suggest how the business owner could work to solve each one. 

3. Discuss some {Uf ficultie^s you have had with your parents, teachers, 
and friends that were the result of poor communication. How can you 
avoid trouble by commilnicating better? Would these ideas be helpful 

, to a small business owner too? ■ t 

v 

4. Discuss the following quotSSv Whom do you agree with — Marge or Steve?* 

.Marge: "I .think managing people is by far the hardest part of owning 
a business. If a. worker fights with his girlfriend or resents 
his co-worker, the whole "business suffers, and these problems 
can't be solved overnight." 

Steve:- "My people»are easy to work with. .1 can't" standvthe paper 1 
Work. I always have trouble adding up the sales I make each 
day. And, keeping records tor income and* payroll -taxes is 
horrendousl" 

Whfft part of running a business do. you think would behirdest? ^ 
Group Activity 

. Role play a meeting of Ed Olsen with several people applying for the 
"mechanic's assistant" job. Decide ahead* of time what each applicant 
will be like. Applicants .should Jiave different abilities and* experience 
and be unequally qualified for the job.i After interviewing each person, 
E4 shpuld be able to come to a fairly c\ear decision about which appli- 
cant is best for the job. • ^ 
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UNIT 7 



Organizing the Work 



To help you organize the daily work of your business. 

Objective 1:. List three main steps in doing the H 
work of a small business* 

. *~ '< , * 

Objective 2: Describe the purpose of the work 
order and the work schedule. 

0 



• * MARY ORGANIZES "HER WORK CREW ' 

Maxy and Harry Grow started the Golden Dawn Landscaping 
Service five years ago, in North Carolina. Mary, age 49 r 
has been running the business alone since her husband died . 
two years ago* Mary, an experienced landscaper herself , 
orders plants and other supplies, keeps the records, and 
organizes the work. . > 

' Mary *has four full-time landscapers. Bob, the foreman, 
usually draws up the plans for jobfe and gives estimates of 
how much they will cost. He goes to the' jobs with the 
other workers and gets $hem started. He returns on the. 
last day to make sure the work is finished and that the 
customer is; happy. Tony f s specialty is patio construction];. 
Sam and Pierre often do lawn and garden replanting. All ./ 
four men fill in on any area of landscaping when Mary> ne^ds 
them. ' ' 

On Friday, September 12, tlie fbur men were workingpon a 
large job with O akwood Ch emical Company (job #101). They 
were planting trees and bushes aijd re # dolng the lawn.. 

At 10 a.m. that day, Mary received- a call from Mrs*. ; 
Kelly, Who had decided on a job she ha<f talked "to Bob* about 
r last week (Job #102). She'wanted Mary^s crew to?buil,d a 
patio-in her backyard^ plant some bbshes- around t.he house, 
an4 replant her front lawii. Mary filled out a work^order 

• on the job. . She decided to pull Tony~dff the Oakwood job 
and have him start the patio on the 16th. He would finish 
building it on the 18th.' Pierre and Sam would' be finished 
with the Oakyood job on that* day.' They could then come and 

• do the planting and lawn work for t-he^Kellys oil Friday, .fche 

• 19th, and Monday and Tuesday, the 22nd and 23rd. Bob would 
get things started on, the 16th and would check the work on 
the 23rd. 

At 3:15, Clyde Wa t kins, called, a skingJMary whether they 
i could landscape his yard. Mary said she would send Bob 
over oh the afternoon of the 16th to write up an estimate. 
Work could. start on September 24. 
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Organizing the Work 

r 

Steps in Qoing the Work of <^a business 



Making, sure the work of the business is done well and on time is an 
important part of the small business owner 1 s job. These &re the .three 
main steps in doing the work of a business. 

# Organising the' work . Like Mary, all small business owners Just 
figure out what work has to be clone in their business, when it 
must be finished, antf who will do it. t> . * 

• Doing the work . Small business owners rniitfK make sure someone 
does the work. Sometimes they will do the wdrk themselves. 
Often they will have their employees do it (especially as their, 
business grows). In many cases, small business owners are more 
"managers" than "doers. '"■ 

* Checking the work * Af%er the work is completed for the customer, 

it must be checked to see whether it was done well. Often the 

v» 

sma^I "business owner^checks the work; In Mary^s case, her fore- 
man;' Bob, checked what the others had~cione : and made sure that the 
customer was happy. 

Way's of organizing t-he wprk dqpend op the kind of business. For a 
tail business (such 'as a shoe store),- the work is organized around the 
products that are s61d* ' For example, you must organize how and when *t he 
shoes will be put on the ^shelves, spld, and by whom.> " ^ , 

For a service business, the work is organized around the service that* 
the customer needs (such as the btmding of ^ new /patio by Maty's laud- 
scaping service). • This unit des^ribes^the forms Mary used in her service 
business. Other businesses may use forms that are different from these.. 
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The Work. Order 



..The work cSrder is used mainly in service businesses t t o record the 
customers order and to request that the workers do the work. The work 
.order is filled out by the owner or another employee after finding out 
what service the customer needs. %ie work order is then passed on ,to the 
workers, who do the work as described on the fornr; A copy of Mary's /work 
order for the Kelly job. appears below. 

- z : 



WORK ORDER 



FROM: Golden Dawn Landscaping Serv . DATE : September 12 



12380 Magnolia Ave, 



'_ Grgenville, North Garolina 

WORK FOR: Mrs. Robert Kelly* 

700 Se ven Hills Dr. 
r* 1 



WORK ORDER NUMBER: 102 , 
ORDER TAKEN BY: Mary Crow 



Greenville, NC 



START WORK ON: 
FINISH WORK ON: 



September 16 
September 23 



965-8173 



Person 
Doing Work 



Ton? 



Sam,& Pierre 



Sam & Pierre 



Estimated 
Time Needed 



3 clays 



1 day 



2 days 



/Description of Work' 



Building the patio '(gravel and' concrete,' 
redwood siding, latticework) 

Planting- around tfre house (aza^ias, star 
jasmine,, camellias/) jl_ ^ 



Redoing the front/ lawn (ripping out old lawn, 
leveling, putting in new sod) 
(For detailed plans, see Contract #102) 



WORK STARTED ON; September 16 



WORK FINISHED ON: September 23 
WORK INSPECTED BY: Bob Schulz 



Customer T s Signature 



TOTAL MATERIAL^ 
TpTAL LABOR 
TAX (5% on 

materials only) 
TOTAL COST^ 



t 



786100 

900 ioO 
i 
i 

. 39 ! 30 



$1,725130 



On the work order, Mary wrote the date she took the order, her name 
( order taken by) , and the dates Mrs. Kelly wanted the work started and 
finished* ( start work on and finish work op) . 



Mary wrote down Mrs. Kelly's name, address, and phone number in the 
blank called work for * Under description of work , she listed the three 
main tasks in the job — building the .patio planting around the house, and 



redoing "tne _frjttit lawn. She decided who would do each -task ( person doing 
the work ) and the time it would take ( estimated lime needed ). Then she 
passed the work order to Bob* 



Bob filled^ in the blanks at the bottom left of the form (when the^ 
work was actually started and finished). He also signed his name after 



inspecting the work ( wfok inspected by )* Mrs. Kelly signed to give her 
okay of the work. Th6n Mary figured- but the final cost of materials and 
labor , sales tax, arid total cost of 'the job. She sent a copy of the" work 
order to Mrs; Kell^ with the Mil. 



Mary 



• 7 

The Work Scheme 

. / 

hi/ to organize the work on all the landscaping jobs that came , 
in— Mrs. felly's .job, Mr. Watkins' job', and the one for Oakwood Chemical. 
She alsc/had to decide which job would M started first and how to divide 
her ,woAers' time, among jobs. For this, she needed a work schedule . The. 
work schedule is a daily calendar that describes which' jobs will be done 
by *rhich employees, in which order. 



-— .On Mary's work schedule for September 16 (-below), she listed- the name 
of each employee, the description of the, work He would be doing^ that day, 
and th4'.estimated dates he would.be working on |ha*~sjob. If one employee 
bid more than one job to do in a day, she listed the jobs in the order 



•i : ; 1 — : 

WORK SCHEDULE 

Date: Tuesday, September 16 

«— ,1— J Description of Job Estimated Dates_ 




Q Jit*** J*oM*^f . 














J^ofcJvJ /}-/# 




,0^ L^t, • skr~M 
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; ."I try to fill out my work schedules a week in advance," said Mary. 
"They^fit my workers know what they 'will be' doing next. They also help 

me toput my people id jobs they are good at Jaftd to get the work done on 

» •* * 

time for my customers. ' This way, too, I always know where to find my 

employees if JL need them." * 

«* 

Summary 

•> 

As a small business owner, you must organize the 'daily, work of your 
.business. You must take -customer orders, describe the work that must be 
done, and pick the workers who will do it.. For this, you 7 may use a work 
order.- You may use a work schedule to organize workers 1 time on several 
customer jobs going on at once. 



Learning Activities 



Individual Activities 



1. Below are^five statements describing how small business oipiers organ- 

ize* their work. Circle "T^-if the statement is true and "F" if tfie 

statement is false*. , * * V 

\ * * * 

T F Most* small busipe^s owners organize and do the work of their 
business and have another eirtriLoyeex check it^r 

'.-..* >' • < 

b. > T F Owners of retail businesses use the work order more than 

owners^ of - -advice*., bjuginasse s • 

c. T • .F* Work orders are often filled out after a phone call from a 

customer. . f 

d. T F Work scheduler ^flfcused mainly to describe the work that has 

been completed in a certain week. 

e. *T F A small business ownerr would use a work schedule to' put 

several employees to work on seyeral different customer jobs, 
on the same^ciay.^ " „ 

2. Read the following description of Clyde Watkins 1 landscaping order 
and fill out a work order for this job (job #103). 



Tony and Pierre will spend £wo days removing a dead oak 
tre^from Clyde Watkins 1 backyard. £or the next t**o days,* 
£hey will^pear out the 4 old bushes an^^uiid raided garden 
beds. *^ Then Pierre will plant * juniper ana-Other bugheg in 
✓the raised beds (in^ne day). i 

Bob will get -the others* started on Wednesday morning, Sep- 
tember 247 and will check their work late on Tuesday, Sep- 
tember 30. On Wednesday afternoon he will start preparing 
an estimate for a* large landscaping job at Greenbrlar Hos- 
pital \( job #104). - It will trfkjt him 2^ days. (Sam, will be 
orL vacation until October 1.) Materials for the Watkins 
job will cost $600 and labor $580.^ Sales tax is 5% (an , 
materials only). 
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WORK ORDER 

FROM-f Golden Dawn Landscaping Serv. DATE: 

* r 12380 Magnolia Avenue WORK ORDER NUMBER f 103 

Grfeenville, North Carolina ORDER TAKEN BY: % 

WORK FOR: ft , 

• START WORK ON: 

• ' FINISH WORK ON:^ 


Person 
Doing Work 


Estimated 
Time Needed 


# ^ 

* Description of Work 






• 


WORK STARTED ON: TOTAL MATERIALS 
WORK FINISHED ON: TOTAL LABOR 
WORK INSPECTED ^BY : W (5%) 

Customer's Signature TOTAL COST 











3. Based on the informatioa in #2, also complete^ work schedule for 
Bob; Tony, Sam,*' and Pi-erre for Wednesday, slptember 24. 



» 

> • * 


WORK SCHEDULE . 

*• 




Date: 






Employee 


Description of Job 


i 

Estimated Dates 


Bob 






* * > 
Tony 




\ 
( 9 

* 


Pierre 


<* 


" 1 


Sam 




• 

t 



Discussion Questions > 

1. How could a_work schedule be ^ised by *he owner of a small sfioe store? 
Why would work order forms probably not be used? 

2. Do you thinR work orders-filled out by the owner of a typing service 
♦would be as detailed 'a® work orders for a landscaping service? Why, 
or *jhy not? ^Give examples of what might be listed under description * 
of wort and estimated time needed for a ^typing service. • 

3. Do you think it would be Ijjftpful for Mary Csogjio make up a daily 

• work schedule for herself? Why, or why not?* What things could she 
include that she does every day? What things come up suddenly in her 
day that she would have to leave room for? 

4. Discuss the following quote from Charles Washington. • 

"I started my own restaurant because I love to cook and I 
didn f t like having a boss. As my business grew, I hireci a 
part-time cook, two waitresses, and a busboy /dishwasher. I 
find that all t f m doing these days is training "employees ' 
and writing up work schedules. I hardly ever get to work 
in the kitchen. All this managing is a drag." 

v Do you think Charles had a good idea of what being a small business 
owner was before he started? If Charles really wants to cook all 

* . o , ■ 

day, what should he do? 



Gcoup. Activity 

Suppose you and two friends are running a snack bar at the local » 
swimming pool for the summer. The main tasks consist of (1) cooking and) 
.preparing food and (2) taking customer orders and working the cash regis- 
ter (selling). Other tasks include ordering food arid supplies once a 
week and Counting money and cleaning up every evenin^.^The snack bar 
will be open f ronf 10 a.m. tp 6 p»m^ seven days- a week. Each workeriWill 
work six. hours a day, five days a week. At least two people should be j>n 

" ; 70 



duty from 12-2, # the busiest part of the. day, and on Saturdays and Sun- 
days, the busiest days of t^ie week. 



Make up a work schedule; usiri£* the columns listed f below. List the 
names of all three employees under each day of the week. . Then list the 
jobs each person will be doing and tjbe hours he or sjie will be, working. 
If someone £s not working on a certain day, .write "Day off" by his or her 
name. ! * 



ERJC 













Days of the Week 


Employee * 


Ta^k(s) • • 


Hours 






i 










9 - 

- 




■ 

- 


* 




> 


* 

f 










1 


< 

i 

• 




















r 




• 


• • 


• ■ « 


• 


* 
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UNIT 8 



'Buying and Keeping Track of Supplies 



Goal: To help you buy .and Keep track of goods in your 
business* ^\ 9 

■ 0' 

Objective 1: List four decisions you must make 
when buying goods for your business. 

Objective 2: List several things you should think 
about when choosing suppliers* 

Objective 3: State the purpose of the purchase 
order and the inventory card. 



t 
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M.IKE TRIES TO CONTROL HIS INVENTORY 



Mike Thayer took over the Thayer and Son Hardware Store' 
from his father five years ago. Recently, Mike decided to 
start selling some new products — garden tools, potting 
soil, plant food and fertilizer, seeds, and small' plant s.* 

Mike thought about baying from one of two suppliers — 
Sunshine Seeds and Hothouse Suppliers. SunsMne Seeds yas 
a nationally kiiown company that sold seeds, ^ live plants, 
and gardening supplies. Their seeds were the best in tne 
country, and their delivery service was fast. However, 
•their products were rgther expensive. Mike heard that the 
local saleswoman' was capable bi^t ,a little sharp with cus- 
tomers. Hothouse Suppliers provided all the same -products 
as Sunshine but at cheaper prices. The salesman was very' 
nice, but Mike heard that sometimes plants were slightly 
wilted when they arrived. . 

* Mike decided to use both suppliers. He would order his 
- seeds and live plants from Sunshine and the other gardening 
supplies from Hothouse. He placed his orders before 
Christmas so he could be sure to receive everything in time * 
for spring gardening ^season'. He decided to order- small 
amounts at first since he wasn't sure how his new products 
would sell-. 

On October 23, Mike placed an order with flothouse Sup- 
pliers for 50 five-pound bags of potting soil at $2.70 each; 
75 clay flower pots at 66^ each; and 200 bottles of indoor/ 
outdoor plant iood. costii^g $1.50 a bottle. He also ordered 
1 25 rakes, 10 hoes, 20 shovels, and 100 trowels. »The rakes 
cost $5 each, the hoes $7.50 each, and the shovels $8. For 
the trowels he paid $1 apiece. Mike also mailed an order 
to Sunshine Seeds for 200 assorted packets of vegetable 
seeds (at 152 each), 30 flats of vegetable plants (at $5 
each), and 30 flats of flowers (at $6 each). Mike paid 6% 
sales tax on both ordeps. He asked that bofh suppliers 
deliver'the goods via truck by March 10. Both orders 
arrived on March 2. . 

/ The plant food was very popular. Mike sold 25 bottles 
x&i both the first and second days (March 3 and 4). He 
planned to reorder 200 .bottles when he had 50 bottles left 
in stock. Mike also sold seven flower pots on* the first 
day and 12 more pots on March 7. He planned to Reorder 75 
more when his supply got down to 30i / 



77 



73 



J 



Buying and Keeping Track of Supplies 



All small business owners use some kind of goods in their businesses. 
In retail businesses, everything centers around selling goods to the 
'public (such as food or clothing).. Goods that are stored in the business 
waiting to be sold are called inventory . In some service businesses, 
such as a bookkeeping service, services are fcold, not products, so very 
few goods are needed — for example, only the paper products and other 
supplies needed to run the office* Other service businesses use large 
amounts of goods — such as auto parts in a car repair business or lumber 
in a carpentry business — in prder to provide their services and to sat- 
isfy a wide variety of 'customer neyeds* 

Businesses selling goods to other businesses are called suppliers , 
i »» » 
There are several kinds of suppliers. For 'a retail business, you may buy 

your goods from a *manuf acturer (the person who makes the product) or from 

a wholesaler (a "middleman" who buys from manufacturers and sells to 

retailers). If you have a service business, • you may buy yofcr supplies 

from a wholesaler or a retailor. (Wholesalers usually sell goods cheaper 

than rejS&il^rs. but sell, only in large amounts.) 



Decisions to Make in Buying Goods for Your Business 

When planning to buy goods for your business* you must ^decide two 
things. * v *\ . 

• What^ to buy . To decide what goods you need in a retail business, 
, you should study the customers you want to. reach. Decide what 

, they want and need. For a service 'business, decide what supplies 
will help you perform your service best* Order the products that 
are most similar to what yoju and your customers need. 
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• Where to buy * Like Mike, you must decide which supplier is best 
for you. There are three things to look at when choosing sup- 
pliers. 

1. Their goods . Mike looked^for the supplier that offered the 
goods that best fit his customers 1 tastes and budgets. For 
plants and seeds, Mike wanted the highes^ quality there was, 

r so he chose Sunshine Seeds — even though their prices^were 
higher. Mike also made sure that Sunshine offered the variety 
and amount he needed. 

2. Their- prices . -Mike felt that, for all garden supplies except 
seeds and plants, he should buy his goods from, the supplier 
with, lower prices. * 

3. Their services. Mike wanted his suppliers to be polite and 
to fill his orders quickly and correctly. He wanted good 
delivery service and good business advice. He also was inter- 
ested in knowing if he could buy on credit. He wanted his 
complaints and problems to be handled fairly. Both of Mike's 
suppliers had strengths and weaknesses in their services." 

Most small business owners .buy from a few different suppliers. 
Mike, chose t.wo. He thought he could get to- know the two sales- 
people, and then he could get befcter service and prices and more, 
credit. By using two suppliers, , he would also have a supplier to 
'fall back on if 6ne had business problems. 

t 

When buying goods," you also have to decide these two things. 

• How much to buy . In deciding on amounts to buy, you must do a 
"balancing act." You should buy as little as possible (to save 
money) and you should buy enough for your needs (to make money). 
If you buy a lot of yoyos', for example, and no one wants them, 
you, are in trouble. You are not makiiig money on the yo-yos, and 
you have less money to« Invest in something else that might sell 
^better (for example, , roller skates). If you run out of yo-yos, 

lowever, your customers who wapc to buy them will shop elsewhere. 
Having either too much or too little of a product is undesirable! 
When to buy . The . right time for buying supplies is several weeks 
or months before you need them — especially if you have to ajlow < 

... h ■ - .". 
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'time for long-distance delivery. Some goods should be ordered 
regularly throughout the year— such as things you need in ypur 
business every day. Other goods- should be ordered only at 
certain times of the year. For example, Mike ordered garden 
supplies for the spring gardening season^ Having a good system 
.for timing orders is very important. 



The Purchase Order 



The purchase order is used to order goods from -suppliers. Mike's 
order to Sunshine Seeds appears below. 



■ m — 4 7 — r* 

PURCHASE ORDER . . * ' 
TO: Sunshine Seeds ' DATE: October 23 . 


. OaktreeJLane ' - PURCHASE. ORDER-DUMBER: 1013$4^ 


Kalamazoo, Michigan REQUIRED DELIVERY DATE: March" 10. 


qHtp Tn?Thav*r k Snn Hardware SHIP VIA: Truck 


201 West lake Ave. 




Angu.s, Ohio 


^Quantity 


Unit 


"Description 


Unit Cost 


Total Cost 


200 


packets 


Assorted vegetable seeds 


0J15 


$ 3Q }00 


-30 


flats 


Assorted vegetable plants . 


>5 J00 


* 150)00 


30 


flats 


Assorted flowers 


6 |00 


180 j 00 








. .*-7 A — 
















TOTAL 


$360100 


Signature 'ffl//// ^ ^fJLyjt/ 



Mike wrote the following information on his purchase order. 

• Name and address. of the supplier 

• Name and address of his company ("ship to") 

• Purchase .order number and date filled* out 4 

• , Date he needed the goods ("required delivery^ date") 

How he .wanted the goods delivered ("ship via") 

• . Quantity, ujiits, and description of gpods 
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• Cost of each unit of goods (for example, one packet of seeds - 

I 15tf) and total cost of each kind of goods (for example, 200 pac- 
kets of seeds - 200 x 15rf = $30). 

• Total cost of all 'goods to be bought 

1 

The Inventory Card 

« • 
Mike also wanted a* way of finding out how many garden supplies- he had 
in his store on a certain day* ^Fhen he would know when he needed to buy 
more. The inventory card he used to keep track of his gopds (in this 
case, plant 'food) appears below. , /_ 



Tt-em Plant Food 


INVENTOR^ CARD 


% 




Snnnlier 'Hothouse Suppliers ' 


Reorder Point 50 


Reorder Amount 200 




AMOUNT RECEIVED • 


• i 

' 'AMOUNT SOLD , 

* 


* ■ 

AMOUNT REMAINING 


Date 


Amount 


Date 


» 

Amount 


Date 


Amount 


3/1 


200 


3/3 


25. 


3/3 


175 






3/\ 


25 ' 


3/4 


150 



Every time Mike received plant food f rom-HotJiouse, he filled in the. 
left side of the card ( amount received and date ). Every day he sold 
plant food he filled in the part of the card marked amount sold . He then 
figured but the amount he had left ifi his shop ( amount remaining) by sub- 
tracting the amdoint sold from amount received.^ When he had only 50 bot- 
tle* of plant food left (his reorder point) ,! he- would reorder 200 more 
bottles ( re o £dex amount ) . 

# ■ — 
You can also keep track of the inventory you have in your store, 

office, or storeroom by saving sales slips or^cash register tapes that 

describe each i€em that has been sold. .Even if you use one of these 



"paper and pencil" systems, 'you should probably count all the goods you 
have in your business once ot twice a> year. 



Summary 

All small business owners need goods for their businesses — either to 
resell' to the customer or to use in performing their services. When 
ordering goods, you must answer the following questions: what, where, 
when, and how much should I buy? "You should pick suppliers by finding ' 
out how their goods, prices, and services -meet youf needs and the nee 
of your customers. You lean use purchase orders to buy goods from 
suppliers. You can aliso use inventory cards to keep track of the go 
you have in your business. 
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Learning Activities 



Individual Activities 



i. Complete a purchase order form for Mike to send to Hothouse Suppliers. 



PURCHASE ORDER 
TO; . DATE: 

, PURCHASE ORDER NUMBER: 


REQUIRED DELIVERY DATE: 


SHIP TO: SHIP VIA*: 


r 

» 






Quantity 


Unit 


Description 


Unit Cost 


Total Cost 






» \ 








































? 


























r Subtotal 
. . Tax (6%) . 
Signature: k TOTAL 


.-1— 

1 . 



2\ Complete an inventory card for tfhe flower pots Mike received and sold 
' from March 2 to March 7. 



.1? 



AT 

Item 



INVENTORY CARD 



Supplier^ 



Reorder Point 



er^Amount_ 



AMOUNT RECEIVED 



AMOUNT SOLD 



AMOUNT REMAINING 



tfate 



Amount 



Date 



Amount 



Date 



Amount 



Discussion Questions * 

1. Do you agree with Mike f s decision about which suppliers*to use? Why, 
or why not? 

o « "** 

2. Suppose Mike's plant food '.was so popular that every week he sold 50 
of his 200 bottles. In how many weeks would he need to order more? 

Do you think he should change his system of ordering plant food? Sow? 



3. DcTyou think Mike should 6rder all his carpentry supplies (sVjch as 
n^£lis ja^id^hammers) in October too? Why, or why not? 

4. Where do you think the owner of a small drug store would buy cos- 
metics — from wholesalers or retailers? What are the advantages* of 
buying cosmetics in this way instead of from the manufacturers? 



5. If you owned a small bookkeeping service, what kinds of supplies 
would you have to buy for your business? How would you find sup- 
pliers? How would you pick the best pne? 



Group Activity * • 

Pi'ck a retail business you would like to own. Then deci4e on one ' 
product you would like to sell in your business. Decide what you would 
like your product to be like (high-quality or discount, etc.). - |Iake a 
list of three suppliers in your area that .offer ^this product. \(Look* in 
the YelloW Pages, talk to business owners, etc.) Then pick the one. that 
is best for you. Explain why you chose the one you did. 



UNIT 9 



Setting Prices 



Goal: To help you decide how to set prices for your 
products or services. 



Objective 1: List five things to think about 
in setting prices. 

is 

Objective 2: In one sentence, state a basic 
guideline for setting prices. 
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GUS DECIDES HOW MUCH TO CHARGE 



Gup Pappas just bought a mobile catering business from 
another owner. He'd make his sandwiches fresh every morning 
ancf c t£en sell them from the tnjck during the day. He'd 
drive to the, same places the former owner did. 
* 

Gus wanted to set a good pjjrice for his ham and cheese 
sandwich. The cost he had* to pay to make and sell the sarid- 
wich included the cost of the bread, ham, cheese, tomato, 0 
lettuc£,* and mayonnaise (37^). * It also included the other 
supplies he gave the customers with the sandwich — such as 
plastic wrap, napkins, plastic utensils, salt, and pepper 
(15*sO. 

Gus 4 knew that the price 'of each sandwich should also 
cover part of the other .expenses of his business. These 
included tfoe salary of his part-time sanclwich maker, 
expenses for his truck, and advertising. "My«accountant 
tells me. that I should add about 26^ to the price of 'every, 
sanciwich to cover my expenses. 11 „ * 

\ " 

Of course, Gus wanted to make some money f or ^himself 
He had read that owners of mobile catering businesses like 
his make about 25% on .each sale/ "1 think it,would be fair 
to expect about 20% profit to start." • • 

Gus's customer? would'mainly be factory workers. Some 
6f them brought their lunches from Jhgme. . Othei^walked a 
few blocks to the deli, wherfe they could buy haffl^and cheese' 
sandwiches for $1.20. A few vent to the luncheonette on . 
the corner for a sit-down l^jich. The same sandwich there 
cost $J,.50.. Many people bought .frpm the £ruck, sin<?e they 
didn* t have much time or morifey_ to spend pn lunch. 

"I .should make my prices .cheaper >fran the on6s at the 
deli' and the luncheonette. Somewhere* between 90^ a$id $1.10* 
seems right." Gus figured that the lower^he priped them, 
•the more he would sell. For" instanc'eV he thought t hat^ in 
one day he cpuld sell 80 sandwiches at 90d f 75 sandwiches ' 
at $1, or 65 sandwiches at $1.10. * ^ ^ 

Gifs decided to sfet the price of his\.sandwiche& at $1* v 
Th6 first day he sold just what he tad expected — 75 sand- 
wiches. He felt he had made a good 'decision. , 6- . # 
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Setting Prices 



What T» JLhe_^JJJ.n&lPxlc^l_ 



The selling price* is the amount of money the customer, pays to buy a 
product or service. It is made up of three parts: * 
• cost of goods sold; * 

operating expenses; and 
>p profit. * 0 ^ * • 

- . * * ' ■* % 

Cost of goods, sold is -the amount business ojmers have to pay for the * 

goods they resell to the customer. These costs, refer to the cost of prod- 
ucts that are resold '"as is," such as clothes, and the cost Qf materials 
that are us^cUin preparing products of in performing services (such as 
repairing 'a car). In some service businesses, such as a delivery ser- 
vice, there, is no cost of goods sold since 'up, 'goods are sold -at all. 

The cost of goods sold depends on the prices charged by suppliers. 
Gug tried. to get -the "best deal" he could on the food and supplies he- 
used in his business tTo keep the cost of goods' solci as low as v possible. 

Operating expenses include al'i-ther q£her costs of fanning^ CTie : V, ^ - 
business. These include salaries, rent &n<i utilises, repairs and depre- 
ciation on equipment, insurance,, advertising, and general, supplies. 
Depreciation is t'tje amount that eqt£ip^fent reduces, in value each year, due 
to "wear and tear> tt • If, you haye^a^truCk in-you* busii>ess an£\it is losing 
value at tihe rate of 10%. a y,ea^7 t his Amount is called <iepreciatiOTi. You 
can deduct this as ; a tegular op^^tij^ expense Vi Gus ^l^o-had to include - 
the/t*ost # of* unsold' sandwiches. Un ca^culaTtii^ his operating; expenses. ^He/ 
tried to keep his operating ; expenses* iojro ^6 h£* could Jceep, : his prices" 



Operating expenses are a smaller part of the selling price in Gus's 
business than in certain other businesses. For an auto tuneup, for 
example, operating expenses make up a large part of the price because a, 
large amount of labor is required in doing the job. In^other businesses, 
such as the delivery service, operating expenses make up most of the * 
price. There are no goods sold at all so the delivery service downer does 
not have to worry about the post of goods-sold. He or -she chooses the- 



price based only on operating expenses and profit. 

"V * * * 

From financial information about Gus's business, the accountant cal- 

f 

culated how much Gus should include in his selling price to cover these 

expenses. He checked the figure with the average profit /loss statements * 

for other mobile caterers of the same size, which he obtairfed: from the 1 

catering industry association. 
4 

Profit is the owner's reward for all his or her hard work and for the 
financial investment made in the business. In setting the price/. Gus 
added' a certain amount to his costs and expenses to allow for profit. ; 
Gus will use some of the profit as his own salary. Part of the cash from 
the profit will be used to pay his income taxes. The rest he will put 
back into the business (fdr example, to buy a new freezer for his truck). * 



Gus decided oft the amount of profit to add to his price. He* looked 
'up in a business directory what the profits of ottier. mobile caterers were 
like. Then he decided how much profit Jie wanted to earn. Since he had 
4-j-ust__taken_ovej£ th£ business, he thought he should expect a lower percen- 
tage of prof it' than the average. 1 . 

•' n - : : . 

The three part's of Gus's sandwich price are pictured on the next page. 



Selling Price of Sandwich 




0*ther Things Influencing the Selling Price 



I 

Two other things Gus thought about in.pickii 
sandwich were: j 

customer demand; and I % • 

• competition. I 



the exaGt price of his 



Gus needed to know about customer demand — how willing and able his 



customers were ^6 buy* Gus needed to figure Ytfut how many customers would 
buy his] sandwiches at various prices* He knew that if his price was too . 
low, he would sell a lot of sandwiches but the total money takeq^in would 

be low* If his price was too nigh, he would make more on each sandwich 

! » * 

bflt he would sell fewer. The tptal revenues would be low then, too. Gus 

« . ^ • i • 

needed tfo pick the price at which he could sell a fairly large number of 

sandwiches and take in the most money. He decided that~$l was the best * 
price. 1 , - ; t • 

* Gus alrso knefc that customer demand- can change. "If inflation con- 
tinu^s an(f people have less money to spend, more worjcers will bring 
lunches from home. To compete, I ^ might h^e to lower my .prices. If 
wages go up and people have mqre -money,' then I might be able to raise my 
prices." If Gus added something npw to his business, like special' sand- 
wiches or .Greek music in his v truckj he might .able to increase customer 

- * \ ' \ . " r '4 

traffic:. *Then he could raise prices. * T 



The. prices of Gus's competition also influenced his prices. He. knew 
he had to .check thei* ptices often to make sure his were "in line." "My 
prices have «to fit in witjh the others. They should' be lower than other 

sandwich places around the factories. That's because my service is lesi 

• • • / 

fancy than the luncheonette, and I don't make my sandwiches to order/the 
way the deli doe's." " *■ . / 



7 

If there had been other liinch wagons like his in the are^f, Gus would * 

/ 



have-had-to-charge-priees-simiiar ta theirs. If possibiey^hi"s~p rices 



should be the same or lower thatr those of the other lupch wagons. If His 
were higher, he would have to show his customers thaf his products or 
services were worth the higher price. 



Other Tips on Setting Prices 

V 

\ Tp set a price, Jfou t^ke a lot of numbers and facts about the busi- 
ness into account, all at the same time. It is not always easy. Of 
course, you get better at it as ti^e goes on. » 9 

■* aft 



) 





-i 

A good rule of thumb for setting prices is that your price should be 
high enough to give a profit and low enough that people will buy* Some- 
times you may set a- price that i^ too high or too low. . Then you must * 
make changes before your lousiness suffers* # t 



Summary » « 





The three main things' that-make up the selling price of a product or 
service are the cost of goods- sold, operating expenses, and prof it* Two 
other things to consider in setting prices are how much customers will 
pay ^nd how much the competition i,s charging* ■ • „ 




Learning Activities 



Individual A ctivities . ' 

% . ■ 

1. Match the words with the phrases defining them: 

i 

^_ operating expenses 

selling price 

profit 

> cost of goods said A ^ 



a. The amount charged to the customer 

b. The amount paid for a product by a ^retailer- ^ 

c. The amount spent to pay employees and run the. business . • 

d. The amount going to the, owner for salary and" income taxes 



2. Gus charges $1.^0 for his super-duper hamburger. If he makes 36^ 
profit and spends 39<t for operating expenses^ how much does he spend 
on food and supplies for each hamburger? 



3, In several years Gus f s busines's grew' largej. He bought a second- r". 
truck and hired more employees. On the 'price of a particular sand- 
wich, %6%j*eiit to cover th£ cost of goods sold an4 36% went to cover 
operating expenses. What percent of profit did he make on this sand- 
' wich? ' How is tttts^dif f erent from- the example in the. text?. Why? • 



4. Drav-a "pie" chart describing Xhe price of a certain delivexy ser- 
I . vice* The. service sets ltd price fry- charging 75% for operating 

expenses and 25%. for p*6f it. ' Explain' why there, are only tUo pieces 
*to the. pie instead of three as in Gus^ business. 



Discussion Questions 

i 

J a. 

1. Suppose it costs the factory workers (?54 to make a ham and cheese 

sandwich at home. Can Gus compete with that price? Why, ox why not? 

2. How do you think Gus's business' image was different from that .of 'the 

luncheonette? How- were 'his products and services different? ,How did 

I 



these things influence the price he could charge? 



0 



3. When, can a business charge a high price for a product or service even 
if its cpst of goods sold" and operating expenses are low? Give 
several examples*. ' * 



Group Activity ■ v 

* ^ Suppose you are making a simple, handmade product (such as a craft 
it^i or • baked goods) to sell to youjr'fdmily and friends.; Decide hott much 
"it will £ost ydu to make it and -how much you will have to add to the 
-price to pay for operating expenses (phone calls, postage,' advertising, 
etc). Find out if^ bthe.r* people 'are selling a similar product and how 
much they are^ charging. Also ask a few possible customers how much they 
. ^ would be willing to pay. . Draw* 3 "£ie" chart for your product , and explain 
hoy you c.hose your price. ( * 



V- 
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UNIT 10 



Advertising and Selling 



Goals: To help you advertise* and sell your products or 
services. 

■■) 

Objedt iye „1 1 .List, six things f-n t-fa-fnk ahnut 

when planning your advertising. % 

Objective 2: Give several reasons why people buy. 

Objective 3: List the five steps of good selling. 



V 



« 
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"FUN IN THE SUN" ADVERTISES 



Ginny and Dave Scott Were getting ready to open a 
women's sportswear sho£ in Florida. They would sell women'g 
pant's, skirts, tops, swimsuits, ^nd tennis clothes. They'd 
also sell Jewelry, saqdals, hats, bags,- and sunglasses* 
PaCVe aq£ Ginny collected live tropicalTbirds. They planned 
tt>,.#ut some/ of the birds in the store^to add to the "tropi- 



themS. y ^ 



• Dave and Ginay figured op sales of about $60,000 the 
first year and about $3,5Q0 in advertising expenses. "As 
our business catches on," said Ginny, "we can spend a 
smaller percent, but advertising in the first* year is cru- 
cial! We're going to have an all-out campaign in September, 
the first month we" open* We'll spend about ^700 then and 
aboht $200 in all the other' months, except for the month of 
August. Then we'll spend about twice >our monthly amount to 
advertise our end-of-summer sale. vM ' 

> 

Dave decided to advertise in the local newspaper, mail 
out fliers, and list their shop in__hold print iri «the Yellow 
Page^^iimju^aelgned a logo for their store that they 
would use in all their ads. She" also drew a pipture «of a 
young woman in mod sportswear standing by a palm tree* 
this described th^r type of customer they wanted to reach 
and the type^of-JBt ore they had. >They would put^this pic- 
ture in their grand opening" &d. 

Dave and' Ginny had arranged f our Jiionths earlier for m 
th^ir store to be listed in the, n#xfr. issue: of the Yellow 4 * 
Pages under Sportswear . They also made plans, to p^t sev- ^ 
eral ads i^the paper the Jcirst two weeks their shop was 
.open* AftSLfhat', a smallad for Fun-in the Sun would 
appear ^every Wednesday. 



During* the first week of business+J)ave 'and Ginny jwoiild 
send out 1500 fliers in the mail tp theJapartments and • 
homes near their shop. - In the flier, rhey would include a 
coupon offering a 10% discount, to customers .coming in 
during the first 30 days. "We're also hoping to give a 
free fashion show for the young 'businesswomen's group' next 
spring to* attract customers. n ~° T- - _ 



Advertising ariii Selling 



' Once you've set up your business and hired your workers, you need to 

* /- 

sell your product or service. Just offering the best service or the 
cheapest goods is* not enough* Advertising and selling are also needed* 
Advertising is telling people about your business 1 products or services* 
Selling is getting people to buy them. x ' 



~» - 4 

Things, to Think about ift-flanning Your Advertising 

In deciding what your advertising will be like, you need to" think' 

about these things. * * / % 

■ * / ' V 

1. Who your- customers are and wheze they live . Ginny and Dave 

wanted young career wpmen living within a few miles of their , 
store to become their customers. They -decided* to aim all their 
advertising at this groujv. ' < \ 

2. ** How much you will spend / Different kinds of businesses spend* 

different amounts on* advertising. • Women 1 s clothing stores usually 
A sp.end about *3% j>f ^ their reye^u^ on advertising each year. , More 
should be spent when you're getting started." Once you decide ^he A 

- - *r • - - r - - , v ? , 

, total yearly amount, you should divide £his up among the 12 p 
months of busi4^ss. Ginny and 6ave decided tcT spend 20% of all 
their advertising money for the opening month. They would "spend 
a lot' to advertise 'their ^ugust sale, t^o. For the other 1 montha 
they would spend a lower amount (around WOO) . For example, for. 
£he jnontl))S they kpew were good .shopping tintes, such 'as December, , 
they might s^end &250. For February, a montlKwhen people don't' * 
. usually shop as Biufh, «theyxmight spend s^ess thm f 200* . ~ 
*^ .3. How you* will advertise . The different m&ns yoJu can use to. , 
"advertise are, called media . " These are examples/of different 
* " advertising ineala. v ' 

* - ' - V ' ' « • . 98 
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• ' \ 

• Ads In the local newspaper t reach large numbers of "people in 

your 'business area at a fairly low cost. The newspaper is 

the medium \ised most by owners of retail stores. Ginny and 

. • > * • • - 

Dave planned'to use the paper every month as- their main form 

of advertising. , , . 

• Direct^mail advertisiiSg consists of letters, post cards, or 

0 ' fliers that are mailed to a special group of custo mers. 

— ■ — ^tt» — ^zMr^ T 

Although they atfe fairly expensive, direct mail ads give a 
personal message. People tend to keep thepe ads a long while 
and use them when making shopping plans,. especially, i5 a 
coupon is attached. * - 

• In YeMow Pages advertising, you can simply have your name, 

• — ^ddressv- and "phone numbet listed under -a -certain heading -in- - 

the back of the phone book. Or you can .pay more/for a* 'larger 
ad and include^ a. picture if you want. Using the Yellow Pages 
j - 9 is. fairly inexpensive. People often loo£ in the Yellow Pages 

when they want* services. Dave and Ginny didn't thijik they 
^ m would reach many clothes shoppers- this way, though* They, 
decided .to spend only a. little on this -type of" advertising. 

• Traifsit and outdoor advertising* includes* cards and, posters, in 
buses and trains; "atid* roadside jbill boards. This type of „ 
advertising reaches a large number of/people but is fairly 

' . I * 

expensive* / 

. # .. Radio and television ads teach thousands of people. Televi- 

* |ioh &s quite expensive, but radio commercials cost about as 
_ _.. much as newspaper- ads. Local stations, may*. re&ch the xusto-^ 

• mers # right in your area.- These ads must bemused often to^get- * 
results. " 

'These are other things to think arbout in planning your advertising. 

4. When and how- often you .want to advertise . You should do regular 
advertising all year router Special advertising can be done for 
1 certain holidays and sales. Remeittjer to. advertise a ^few days or , 
4 weeks before^ you want people to buy. For example, Dave and Ginny * ■ 
# advertise on Wednesday so their customers will shop at their store 
on Thursday nights and weekends.^They do ' their Christmas adver- • 
^ tising 4 stdTHjin* in November... Jo bring in customers, you should 
• advertise often) % Keep reminding - your customers £hat *you f re 



around and 4 that you want their ^business. Dave and Gin ^/ felt 
that they needed to advertise in the paper at least'orice a .week. 

5. Why you are advertising * There are two main -reasons to advertise 
* tq let people know about your business so they will' buy 'later on: 

. . and tt) get people *to* buy from you now * You may advertise to ' 

announce"*your gra^d .opening, to sell -a new product or service, or 

./to tell* about a special sale. In* the first year,. Ginny and Dave, 

planned tp use ads for all the.se % purposes. , 

* » » 

6. What you want to say .. You should 'decide "what your -customers need 

to know and say it clearly. Ginny and Daye^s ads described Fun 
in the Sun's customers,' products and services, locations and % 
hours. Each -ad focused *on one particular thing — fax ov flmplp, 
their grand opening. 



What a Good Ad Is Like , \\ . 

Whether you"%re writing an ad for the -newspaper, radio, or another m 
medium* you should remember that a good ad: - % , 

attr^atsts attention; . t 

is^easy to recognize; * % ,n 

is simple; - / . - ^ ! 

gives important information about youE business; and 
makes people y£nt to 'buy. . \ m . « 

You should try bo-u& a catchy phrase y # pic t lire y or jsong if " you "can* Keep 

certain parts of all youf^ads' the same# v For example,' design a .logtf and '* 

use it in all your ads. A {logo -'da a design or symbol that is special to 

: " \ : * • f ' • * • * 

your business. Dave [.and '(fjmny'if "wa§* aVsun circled/ Ky their business,^ 

name. W,ith a logo, custpmeprs Jti&Q ^hi,nk v of your business "as soon as fhey 

see ybur ad. - -\ ,\ <~ *- 



{Jinny ;and Dave's ad for their grand opening' appears on- Che next page? 



Gjtnny and Dave's ad for their grand opening appears below, 



Headline 



Copy 



GRAND OPENING 
OF 



FUN IN THE SUN 



Are you a woman of two worlds? 
We featute mod sportswear for 
women who work and pla'y hard! 



Major xrtdit card* 




Illustration 



C Layout 



Fr«« Ut«raciou« Op an 10-5,' Monday-Saturday 
hursday till 9 



jniu 



^ FREE CHAMPAGNE PUNCH - OPENING NJGHT, SEPTEMBER 20, 6-9 PM 



Identificatio 




FUN IN THE SUN, 1921 Palatrta ParlcW, Downtown Miami 518-6290 



J 



a 

m 



All printed ads Have the follow!^ parts : 

♦ "headline— at the top in. large, letters ko attract, attention;-'- 

• illustration— a picture describing yoJr products .or^ services. 



copy— the written part of the a*.£^^U^gitforiwtfoii about t.he • _ 



business .ancTmakes cus^pjnefs' want tir .Jf^^^^%- 

identification— the name, adWss,' p'hi'ne l°8 e of . the ^N^. 

business; and' • _ J ~ ^ , . 

layout— the way all the parts of 'the ad 'are -arranged on the page. 



Why People. Buy . 

Understanding why people buy helps you advertise and sell success- 
fully . Often people-Buy because they' have la basic need . They also buy 
because they have certain wants , such as: [comfort, convenience, pres- 
•'ti-ge', economy, and security. 
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Dave and Ginny kept, the ir^u^^mdfsT~needs and wants in mind when 
they planned thel^^r^LnTwiien the/ sold to customers in the store. Fo^f 
example, they knew that tfieir customers wanted higif^fashiori clothe^^iat 
their friends would notice ( prestige ). They ai.90 wanted /portswear that 
was com fortable . The alterations offered by the shop helped meet their 
customers' need for convenience . 'Low prices ( economy ) were ptobably not 
as important to*Dave and Ginny ! s customers as other things. Having a 
lighted parking garage with a night patrol would be an example Of meeting 
the^customers* need for secu rity . 



How to Make a Sale ' 

v 

* » / 

. Dave and Ginny knew that -selling is as important as advertising. X 

"Once we've got people to come into the store, we've got to -convince* .them 

to buy. And if we're cross with customers <br^ give pcfor fasti! dn adviqe, 

we' re sunk! 0 % > . 

Being? a good salesperson means, first .of all, getting alo^g ,with 
people. You and your employees should always try^to be interested in * 
customers and t<x be kind and courteous. You s 0 houlxi also help Aut on com- 
munity projects and get to knoV peapTe in your' business neighborhood,. fc ^ 

This will kelp give your business a good name. : l ° % * * 

+ . ■ 9 . . 1 - * ' * 

_ * . * ( • 

To make sales, always follow the "steps of good sefrling 1 ^* 'greet the 

customer; figd out what your, customer wants; pjresent the product; answer 

<* , •* . ■ ' *. 

questions and handle objections; and close thfe sale. 
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• • • 4 ' < f \ * * 

Good advertis^gi tii<rkes people interested in your, business. In plan- 
ning youf -advertl^iT^, fsk: [ Whofevdo I Want t^reach^it^my ^ads?' ' How> . 
miic^ can I \^nd? How, wW,- ayicf bowvof ten -will. I a^Vertiie? Why? *What 
will I-sayr;in my a£ s? -G^crd: selling tactually gets plop]*? to, buy. . To Ke *a 
good sales * person^ ^ou' should get along ; well with p^bpl^, understand, .why ' 



they buy , Wd .follow- the Jtye ateps ;pf#yR) 



>d ^plling*^ 

4 c. 



■I Learning Activities « 

Individual Activities 

1* Match the advertising medium on the right with the phrase best 

describing it. 
Expensive but personal a'. Newspaper 

Most popular with retail . b. Yellow Pages 

businesses • ^ 

[ Good for reaching people who c. Direct mail 

*" already want to, buy • • 

' Far-reaching but must be d. Radio 

~ used often for good results 

2. Call the Yellow. Pages advertising department of^your local telephone 
company. Find out the variqus sizes and types of. business ads there 
are and the price of each. ' ^ . 

i ' 

3, Cut out thjree ads for the same type of business*lrom your local paper 
(for example, ^three restaurants). Mark the five parts of each ad 

/(headline, copy, etc). Then write a short paragraph telling which 

\ V 

ad ytrti like best, and why. 



Discussion Questions 

1. ' List all the things that advertising can do for your sigall business./ 

List some things that advertising canlA 'do. (-For example; it can't 

. y . " 

bring in customers ifi your product is y&t of date.) %t0 m . 

* " : ' : 

2. Dave and Ginny relied mainly on newspaper, direct mail, and Yellow 

Pages advertising for' their business. What other things tf did they do 
to "pg^mote" their business (get pedple to be interested in becoming 
their customers)? What else could ttjey do?, * * 

s . 10 
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3. Do you think advertising for a data processing service would be 

different than for a clothing store? , Which of the media mentioned in 
the tefct could this business use? What other ways could the r owner 
get customers? What about a<vextising for a 'carpentry business ? 



Group Activity J 

Writ.e out an advertising plan for Ginny and*Dave T s business for 
September (the opening month), March (a slow month), and August (a sale . 
month). Tell 'what media you will use for each month, the monthly cost of 
each type of ad, and the total amount spent each month. Base your plan 
on the costs given below and the ideas Dave and Giony had for their 
business* 



Advertising Medium 

Newspaper : 
large ad 
small ad 

Direct mail fliers: 



Yellow Pages : 

name in bold print only 
small ad 
large ad 



Cost of Each Ad * 

$100 per day 
$ 25 per day 

$.20 per flier (including printing, 
postage, and labor) 

$ 10 per month 
$ 30 per month 
$100 per month 



Then develop an ad for Dave and Ginny to use for March or August . 
Make it clear and catchy! (Artwork doesn* t have to, be fancy.) 
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* UNIT 11 



Keeping Financial Records (Revenues) j 



Goal: To help you keep track of money coming into your 
business* > 



Objective 1: List four reasons a small business 
owner shoiild keep financial records. 

Objective 2: State the purpose of the sales slip. 

Objective 3: State the purpose of the, customer 
account form and the customer billing form. 
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MERLE KEEPS TRACK OF REVENUES 



Before Merle Hamilton opened her new tire shop, Quality 
Tires, 1 she- made plans about how she*would keep financial 
records. Merle's sister Susan was, k bookkeeper arid helped 
her set up the record system. "I know there will be cash 
coming in every day from people buying tires. Sorjje money 
wi^l come in to cover earLier credit sales on tires, too. 
I'll have to keep records of how much I receive every day - 
and who owes money to- the business." 



J 



Merle decided to allow customers to buy tires for casb 
or on credit. If v her credit customers paid their bills in 
60 days, they would not have to pay interest. 

Merle opened her shop on May 1. ,By the end of the day, 
she had sold three seta of tires. Mike Nelson bought two 
tires for his sports car for $35 each and paid cash. Jackie 
Groggirt bought two tires for her delivery truck on credit 
at $50 each. Merle also sold four Goodstone steel belted 
radials to Morton Smith for his station wagon at $60 each. 
He wanted to* use the 60-day credit plan. Merle recorded 
^ach sale. on a sales slip. For Jackie and Morton, jsfre also 
recorded the sale on separate customer account forms. 

On May 15, Jackie Groggin bought two more tires at $50 
each and left a check for $50 to pay-part of her. bill. On 
May 26, Merle sent out bills to Jackie and Morton. On ; 
May 30, she received payment from Morton for $150. 

i 

Merle felt that she was beginning to learn how to keep 
financial records. "So far, so good!" she said. * 
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Keeping FinlTtfflal Records 




Keeping records is "behind-rthe-scenes" work that is as important to 
your business as selling* your product or service. Every small business 



owner "keeps records of the money coming into and going out of the busi- , 
ness. ""I know I need to write everything down," said Merle. "Therms no 
way I can remember all the numbers* and bits of information that pass 
across my desk in a day!" Although recordkeeping systems will be differ- 
ent for different businesses, all are used for the same purpose — to help 
the owner do the following. \ 

• Keep track of revenues (money coming into ^he business)..' Like 
Merle, yoli need to know how much cash you take in every "day. Yo<u. 
also need to know about payments you receive from credit custp- 

. s mers. Then you will know if you will be able to .pay your b^lls. 

Keep track of expenses (money going out of the business). You 
need to have a record of wha* is spent daily in the business. 
x You also need a record of your unpaid bills so that you can plan 
how to jpay them (to be discussed in Unit 1£). 

• Write business reports . Business, owners are required by the 
government to turn in financial /reports w£en theypay sales 

s taxes, payroll taxes, and income taxes. The bank -also requires 
certain reports from owners Wanting to*get business loans. 

• Make important business decisions^ " As a good business owner, you 
should constantly improve your business. Knowing how the busi- • 
ness his been doing in the past helps you make decisions. m For 
example, if Merle wants to cut down her expenses next ye^r, she 
needs to know how much her business expenses a*e this year. 
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Plarihing Your Recordkeeping * , 

In getting started, you must decide who will Jceep your recorcK^yyour- 
self , a relatrtv^ an employee, or\n outside bookkeeping or accounting 
service-. You should know how your system 'works and probably should <io 
/our own books in the beginning. If someone else keeps the records, ^ou 
should check them from time to time./ If your business gets into trouble 
because %i poor records, you are the Qtie who' suffers. ' 

You should use records that meet the needs of your business. Merle/ 
•for example, takes in large amounts of bills, coins, and checks eyery day. 
Her record system \*ould probably be different frbm a janitorial servijire 
that serves large* companies. This business probably would not take i 
much daily cash but would receive monthly checks from its customers. 



The records below are some of the ones that Werle used in her tire 
business. Other business owners may use slightly different records. 



The Sales Slip 

Merle used sales slips so that she and her customers could have a 
.^record of each tire sale. The 'sales slips helped heiLknow how much money 
she* took in each day and what kinds of tires she sold. Merle used the 
sales slip to get information about how much each credit customer < owed- 
the business. The sales slip a!so v gave Merle's customers proof that they 
had bought their tires at her shop in case^hey needed to retrurn a bad 
one. 

f% A copy of the sales slip Merle filled .out for Mike Nelson^on May 1 
appears on the next page.- 






"1 



SALES' SLIP 



DATF * May 1 



, £ US TOMER Mike Nelson 



Description of Sale 



2 Goodstone tires *(ER 78x14) 






*■ 

at $35 each . 


70 


00 








* 












Cash \s/\ Subtotal 
' 5% Skies Tax 
Charge- Q / TOTAL 


70 


00 


3 


50 


$73 


50 



Price 



Merle filled in the date of the -sale, customer's name , and a descrip- 
tion of the sale (the number of tires Mike~bought, the* type, and the 
price of each). .She listed the total price" of 'the tires to the right of 
the description, added the sales tax , and figured out the total &ke had 
to pay. She also checked off that Mike had made full payment for the 
tires that day ( cash ) . 

The sales slips for Jackie and Morton looked the same as Mike's* 
except that Merle checked the block marked credit instead of cash.. This 
told her that these customers had not paid for the tires that day but 
should be billed at the end of the month. 



The Cust omer Account Form - 

■ / , 

Th$ customer account form tells you how much a credit customer owes 
the buitft^ss. Merle filled out her customer account fo^jns* from her credit 
sales lilps. Jackie's customer account' form appears on the next page. 
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CUSTOMER ACCOUNT FORM 



n Customer^ _Ja cjcie CroRRin, 231 Maiu St., Newmarket ,_ Iowa 

I Name & Address * 



Hate 



( 



* Mav I 



May* 15 



Description of Sale 
2 Firebird -tires (FR j 78x14) 



at $50.00 each (+ tax) 



: 2 Firebird tires, (FR 78x14 ) 



at $50.00 each (+ tax) 



Amount 
Charged 

$105.00 



105.00 ^ 



Payment 

Received 



50.00 



Balance Duo 



$105.00 



$160.00 



For May"l, Merle recorded Jackie's name and address , the date she 
took the tires," a description of the sale , the amount charged , and the 
amount she owed ( balance due ) . On May 15, Merle wrote down what Jackie 
bought, the new amount that she charged, and the amount she paid. To 
figure out the new balafnce due, Merle added the balance due listed on the 
tirsD line co cne amount ciiargeu niat uay • i»cu owe • y*j 

ment received * 

Old Balance Due + Amount Charged - Payment Received = New Balance Due 
$10$ . + .$105 - $50 = $160 



r 



\ 

The Customer ^Billing Form 

Merle also sent bills to Jackie and her other credit customers 
requesting payment for the tires they had charged that month. This form, 
cabled the customer billing form , looks very similar to the customer 
account form/That Merle kept in her office. 

On one line of the billing form. Merle wrote *a summary of all the 
charges made and payments received since the last bill -was S£<nt. She 
w^te down the date by which th^customer should pay the bill ( payment 
due date). * , - 
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,V CUSTOMER BILLING FORM 
Cus tome r : Jackie Groggin, 231 Main St., Newmarket, Iowa 



Payment Due Date: July 1 



Billing 
Date 


> Description of Sale 


Amount 
Charged 


Payment 
Received 


Balance Due* 


May "16 


> 

•4 tires 


$210.00 


50.00 


— , — — 

$'160.00 
















* — ^ , . 


















- 'fc ^ 









Summary 



.Keeping financial records 4s important for all small business * 
owners* You must decide who will do the bookkeeping for y6ur business 
and what system of records you need. Three forms related to revenues ^ 
that are used in many small businesses are the sales slip, the custodier 
account form, and the customer billing form. ■ 
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Individual ft 



tivities 



Learning Activities 



~1. Without checkiiSg your answers with anyone else, write down responses 
to the following: 

• What were the headlines in this 

morrving's paper?* 

• W£at did your teacher wear to 

the last class? v , 

• How much money do you have in 
your wallet? 

• The last time you went out to > . 
e#£, how much did you spend? 

• What, were all your majo'r tes^ 
grades in one class this year? 



Now, in two or three sentences, write down the .main reason why 
financial records are needed. 



2. Complete a sales slip for Morton Smith's purchase on M&y 1. 
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SALES SLIP 



DATE 



CUSTOMER 



Description of. Sale * 


- ■- J — ■ — ■ — 

Price . 








^ m i 
















— : 








• Cash . | | Subtotal 

(5%) Sales Tax 

Charge Q 

1 * 
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3. jCtyi^ete a customer account form for Mfcrton Smith for the month of May. 



CUSTOMER ACCOUNT FORM 

> 

Customer: 


Datfe 


Descrip^iQn of Sale 


Amount 
Charged 


Payment 
Received 


Balance Due 


















— fc — 




* — . , 


' 1 


\ 







- Discussion Questions 



1. List reasons that small business owners may give for not keeping • 
financial records. Are t'hese reasons good ones? Why, or why not? 

•2. Suppose Marshall Lu is starting a small landscaping business.- He loves 
gardening but hates math and knows nothing about recordkeeping. What 
stiould he^do? 



Name two other sources of information (besides the sales slip) that 
might tell Merle how much cash she took into her cash register on a 
certain day. How does she get that information? 

Suppose you run a janitorial service. You and your employees clean 
th^office? of several large companies every- nigKt for a flat jate 
eit&Vfoonth.' Would y<?u use sales slips, customer account forms, and 
customer billing forms for your business? Of the three forms, which 
would be most useful to you? 



Group Activity f , 

In small groups, decide the" type -of business you will run. Each group 
should pic^ different types — for example, farm equipment repair service; ap- 
parel store; and answering service. Decide how much you vill charge for your 
products and services^ Now design a customer account form for your business. 
Fill in some s'ample information to show how to use your form* 
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UNIT 12 
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Keeping Financial Records (Expenses) ^ 



Q 



Goal: To help you keep track of money going out of 
/ your business. , , * 

Objective 1: List the two parts of *a checkbook an 4 
the purpose of each. • < 

Objeptive 2: List two types 'of business revenues 
an^ three common business Expenses. r - 

Objective 3: State the purpose 4 of a. daily cash 
sheet. / 
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MERLE 'KEEPS TRACK OF EXPENSES 



As soojras Merle Hamilton started planning her tire 
'business,- she opened a business checking account at her 
bank and deposited $5,-000. She began using her business 
checks to pay all' the expenses for Quality Tire. She kept 
a record o^every -check she wrote and of the amounts she 
owed. Every day she also listed all her revenues and 
expenses on a daily cash sheet* 

On May 30, after one month of business, Merle had a 
balance of $3,200 in her checking account. On that day, 
Merle did some buying for her store and paid some -of her 
bills. She bought $25 worth of 'office supplies from the 
local stationery store and paid in cash. She also wrote 
*he following checks: $-200- 1^ Ray Pierce, the student who 
worked for her part-time; $300 to Hawthorne Realty for 
rent: and $50 for electricity. She also wrote checks for 
$175* for her nionftily payment for her hydraulic lift and 
$1,600 to Gobdstone Tires for AO new tires that she had 
just received. "I figure out the new balance in my check- 
ing account every time I write a check," said Merle. "I 
want to be sure I don't spend more money than I have. If I 
overdraw, thfe bank charges me a fee." 

Merle took in $350 in cash for tires on May 30, and 
Mortal Smith brought In a check for $150 to pay -part of his 
bill. Merle deposited this money in the bank that after- 
noon. After work, Merle prepared a daily cash sheet. On 
' it she listed all the money that she had received or paid 
out that day. 

"1 knew you needed to like people in this business and 
that you should know something about tires. But I never 
realized how much paper work there would be. It's impor- 
tant to keep up with it. When my .business gets bigger, I 
plan to hire a part-time .person to work the cash register 
and keep the books. Even then, I'll want to check the 
records at least once a week. I'm the one who will lose 
money if my records contain mistakes." 

' " 'A ' 
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Keeping Financial. Records 



Merle kr\£V that she ^needed to keep track of the money coming into hex;' 
business /see Unit 11).. v She also needed a system for paying her bills * 
and recording hex expenses. It was important to have a simple way of 
r listing all the daily' revenues and expenses of her business. 



- The Business Checkbook 



4 s A business checking account is very important ftfr the small business 

■ * 

own&r. The three steps in using a checking account are: 

TV 

• < ' depositing revenues from the business into tt>e account; 
writing 'checks to pay business expenses; and 

checking the monthly bank statement to make sure your yecord of 



•deposits and payments agrees with the bank's record. 
The business checkbook consists of two parts. 



The check is used to pay the expenses of the business. * 

The check, stub (which mty be attached to the check or placed in & 

separate pocket of the checkbooR) is used by the business 'ofrner 



to record deposits'and payments. 



Every time -you write a business check^ you should fill out,the pheck 

stub. The check goSjB to thg pefrson to whom payment is due, and the stub 

.,'••*« ■ f 

i$ kept f5r yo'ur p records. 



On the next; page's is a copy of the check and stub Merle filled out to 
I * , 

Hawthorne Realty for \\at rent payment. 
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Ctieck No /D V 
Date 



FIRST NATIONAL BANK 



TO ^^^^ryycgx 7^^Z<£y 



Check No. 104 



Bal. Bro/t. ForU * * ^ 2°o 
Amt. Deposited ~+ S*o 

TOTAL J, 7 OP. 
Amt. this check Z 3°° 

Bal. CarU Ford. * JVOO* 



Pay to the-order of 



/go 



jETuollars. 



Quality Tires* 
150 North Avenue 
Newmarket , Iowa 



» On the checks Merle wrote, the date , the ndme of the person oir^group 
receiving payment ( pay to the order of ), and thd -amount of, payment (in 
both numbers and words) • She- also put her signature on the cheek. 

On the chec Y k stub, she copied the number of the check , the amount , 
the date , the person receiving payment , and the purpose of the check ( for 

June rent). She copied the balance brought f orward from her previous 

' ' , ' 

check stub. This waa the amount of money Merle had in her account before 

she- wrote this check* 



Merle figured out the total amount <£ money that she wanted to ,put in. 
her checking account that day^$350 (from cash lales) + $150 (in payment 
for past credit sales) ■ $500. She listed this amount under amount 
deposited ? 4 She added this figure *.o the balance brought forward. She 
found that, not. counting the check she was writing, she had a total of 
#$3, 700 in the business checking account. fhej/Merle wrote down the amount 
of her check ($300). By subtracting this amount from the total in her 
account, she figured out how much she had left ( balance carried forward - 
$3,400). 



OtherMfays'of Keeping Track of Expertises 



Merle also kept a file of her unpaid business bills. She filed them 

in order by the date the bill needed to be paid, and she wrote "her checks 

in this order. Once she .wrote the check, .she wrote "paid" on tjie bill 

. i 

and^filed it under the\name of the person or company sending the bill. 
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Many small business owners also keep a separate record ( ledge/ ) for 
each type of payment (rent, Equipment, etc.)* On this form'they make a 
record of every time money is paid out. When they prepare yearly finan- 
cial reports, for example', they can easily add up all the figures on the 
page and find out the total 'spent on a certain item (such as rent) for ' 
the year. 



The Daily Cash Sheet 



To list all the money coming into and going ou£ of the business in a 
day, Merle filled out a daily cash shetet . Shegot* the information to 
fill out this sheet from some of her other records — such as her sales 
slips, customer account forms, and check stubs. Merle's daily cash sheet 
for May 30 appears bel&w. 4 * 



DAILY CASH SHEET 

A 



Cash Revenues 



Cash Payments 



Cash Sales 
Credit Sales 



$350,00 



150.00/ 



TOTAL CASH REVENUES $500.00 



Salaries 

Building Expenses 
Utilities 

Equipment and Furniture 
Inventory 
Supplies 

Advertising : 

Other 

fOTAL CASH PAYMENTS $2,350.00 



$ 200.00 
300.00 
50.00 
175.00 
1,600.00 
25.00 



On the left side of the form, Merle listed the money coming into the 
business that day ( revenues ) ; 

• cash sales (money coming in from customers who pay for products 
or services at the" same time they buy); and j 

• credit sales (money coming in from, customers who charge their 
products or services and pay for them at a later date)* 
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On the daily cash sheet, -Merle listed only cash she has already received 

2 

from past credit sales, not money that customers still owe her. 



Oil the right side of the form, Merle listed all the money going out 
that day (payments): / 

• salaries (money paid t;o employees); ^ 

• building expenses (the amount paid monthly to rent the building 
. and to pay for cleaning ai\d minor repairs); 

• utilities (money spent on gas, electricity, and water); 

• equipment and furniture (amount spent on business machinery, 
cars and trucks, calculators, desks, etc.); and 

• inventory (amount spent on the goods the business will resell to 
the customer) . 



Two 6ther expenses* that often appear on cash sheets include:* 

• advertising (amount spent to tell customers about the business 
snd to persuade them to buy) ■ and 

• other (amount spent on insurance, special licenses and taxes, ancT 
fees for lawyers, accountants, etc.)* 

M'erle filled in a cash sheet every day. By combining the information 
from the cash sheets with other records, she can prepare business reports 
for herself, the government, and the bank. Merle can look at her finan^ 
cial reports, when she wants to make important decisions about her 
business. 



Summary * * 

" ' You should have a business checking account to pay ^the expenses pf 
your business. The check is used to pay the bills, ^and the check stirtfis 
used to record your payments (and deposits). The check stub also provides 
a record of the amount of money in $our checking account on a given da>r. 
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The daily cash sheet is used to record the cash £Jj£w for the 'day. It, 
is also used to prepare other financial reports. For example, informa- 
tion from cash sheets is used to prepare Jthe^balance sheet and t;he profit/ 
loss statements You'will learn'about profit/loss statements In Unit 14. 
If you do go into business for yourself, get the advice of a bookkeeper 

or. accountant about how to complete a'balance sheet. 

* • / 
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Learning Activities 



Individual Activities 



1. For each record 'form* listed below, choose the phrase best describing ^ 
its use. 



Cash Sheet 
Check ^ 
Check Stub 

Customer Account Form 
Customer Billing Form 
Sales Slip 



a. To pay business expenses v 

b. To request payment from credit 
customers 

c. To record purchases of cash 
or credit customers 

d. To recorda customer's payments 
and debts to .the business 

e. To record all a business 

v receives and spends in a day 
f • To* record bank deposits 



2. Fill out the check Merle wrote for Ray Pierce (check t/105) . Also 
complete the check stub, and figure out t her new balance carried, 
forward.- 



Check No. 

Date 

To , 

For, 1 



FIRST NATIONAL BANK 



Check No. 



Dato_ 



f Bzl Bro't. ForU 
Ami. Deposited 

TOTAL 

Amt. this check 
B$\ Car'd. For'd. 



Pay to tfj^ order of 



dollars. 
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3. QfTJime 5, Merle # took in Ji;000 in >aash sale? and $150 from past 

credit sa^es. She wrote a $50 check' to pay for an ad she ran in the 

' 123 ; 
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Plains News , • She also bought a desk 'calculator for $181 anci paid a 
$49 insurance bill. * Complete Merle's dailv cash sheet for June 5. 



<DAJLVl (?ASH SHEET 



Revenues 



Cash Sales 
Credit Sales 



TOTAL REVENUES 



Expenses 



Salaries 

Building Expenses f % 
Utilities 

Equipment and Furniture 

Inventory 
* 

Supplies 4 
Advertising ^ 
Other 

TOTAL EXPENSES ' 



Discussion Qu^gtions 



1* On Merle's cash sheet for May 30, her expenses were much large* than 
' her revenues. Does this mean Merle's business was in trouble? What 
would be a better way of finding out how much cash she really had? 



2. -Discuss why the bank sends a mofithly statement to its checking account 



customers. 



3. What kinds of important decision^will Merle probably have to make in V 



a year of business? What information will she need to make these 
decisions? Which financial records would be possible source^^f this 
information? ^ 



f 
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Group Activity ^ 



Suppose a 'group $!^''you and'jrour friends are running a gardening ser- 
vice in your neighborhood.- Decide on the financial record forms you will 
* use to keep track of your revenues and expenses. Develop- your own forms 
f if you like.. Use as few* forms as possible, but make sure your records 
give you all the information needed to prepare your income tax and to do 
future planning for/y^>ur business. 
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UNIT 13 



Making Sure You Have Enough Cash » 



Goal: To help you keep track of the cash in yaur business. 



Objective 1: List three ways ofkeeping your 
business successful. 

Objective 2: State the purpose of a cash flow 
statement. 



\ 
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ESSIE FACES A CASH FLOW PROBLEM , , 



Essie Washington owns a nursing service in Washington, 
.D.C. She has a staff of RNs and LPflfc awhom- s'he o sends to fill • 
openings at the City Hospital and in priv&fe homes. She 
started Nursing Temporaries in February of this, year, "and 
her business ha^ been growing quite rapidly* Now at the 
end of six months, howev£V, Essie is having sottfe problems. 

\"It'~s been a problem from the beginning, really. You 
know how red tape isl Well, it takes forever for the hos- 
pital t£ pay the bills J send them for the nurses they've 
use$« I got a big loan to start out: ~T"thought I could 
get along on that until the money started coming in from 
the hospital. I dori't think I borrowed enough money, 
though. Also, last month I had to spend extra on* a type- 
writer when my old one broke down. Luckily, the families 
who use my home rfursing service pay me every, week, so that 
money comes in pretty regularly." 

Essie jfrote down the revenues and expenses she expected 
to have in August, September, and October. She figured out 
that her total cash income would be $8,300 for August. She 
would do more business than that in August, but she would n*F^ 
get the jnoney from the hospital fot about two months. Her 
expenses for August would be $8,150. This, meant that, at 
the end of tjfc month, she would have only $150 left over. 
If the 'hospitall* didn' t srend i~n all.she expected,, or if she 
had more emergency bills, she might not have any money left; 
over. S?he might even be in debt I ',/ / 

If things went the way she .exported, Essie would be "in 
the red" in October. Her cash ex^nses^pirixi be^more than 
her cash revenues; she would be paying out more than she 
would havfe in her" bank account I * '\~ 

Eesie went immediately to her Uncle Leroy. "I have a\ 
cash flow problem," she said. "I'd like to borrow $1,000 
to get me through the suAmer. I'll raise my rates in the 
fall; also, more money will be coming in by then/' Leroy 
looked at Essie's financial records and promised to help 
her through her crisis. * ' - * 
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Making Sure You Have Enough Cash ^ 

* 

Starting a small business is just the beginning. As you run your 
business* many decisions and problems ^will come up. Keeping ^our- busi- 
ness' successful is a day-in, day-out job. Besides all the other things 
you should do to keep things running smoo'thly, you should keep' your 
business successful by : 

• making sure you have enough cash; 

• Bleeping your profits up and your tos^s down;* and 

• improving your products and services* 

4 

Why You Should Keep Track of Your Cash 

Essie's business was growing. She was getting more calls for nurses 
every month from City Hospital. More families were calling her for home 
care nurses, too. Essfe's monthly expenses were fairly low. She was 
Living off her savings, so she wasn't even taking a salary for herself * 
Still, she had a/cas& flow problem. 




Wl^a^Essie owned and what she wa£ owed by others (auch as the hos- 
pital) were more than, what she owed to other people. In other words, 
•her net worth was good. However, the cash was temporarily "flowing -out" 
-of her business faster than it was "flowing in." Essie had to pay her 
bills promptly every month. .T^e hospital, on tt^ other hand, was very 
slow to pay her "the money it owed* This is called a "cash flow" problem. 
Many businesses have this j/r^blem at one time or another. 



rfr^blen 



The main* ^reason for keeping track of the cash in your business is to 
know whether you will have enough money every month to^ay your bills. 
By estimating your cash flow a few months ahead of tjge, you will also^ 
know whether you will have^extra cash on hand. If sdr, you will be able 

' ■ • id 19 



to afford* to" improve your business (for example, buy more equipment). 
Or, you can put your money in short-term investments, which wiJJ. earn 
interest. - 



The Cash Flow Statement * ' - ' " 

* 

The best way to keep track*of your cash flow is tX use 'a- cash flow * 
statement . .You can prepare, a cash flow statement foe the past months' of 
your business* or a ,; projected M statement fox the coming" months. 



* 

\ 



Essie 1 s projected cash flow statement appears below. It lists the 

cash she* expects to take in and pay out in the next three months. The 

cash flow statement does not li£t the money owed to Essie or the- money 

* * » 
'S.he still owes -others. 



CASH FLOW STATEMENT 



Cash Revenues 

Cash on hand -frpm previous' month 
Revenues fro-m hospital 

Revenues from home care 

< 

Total Revenues 

Cash Payments 

Salaries to nurses 

Other expenses + payments 

Total Expenses 

Cash on hand at end of month 



August 


September 


October 


$ 200 


$ 150 


$ 


'4,100 


4,200 


4,300 


4,000 


4,100 


4,200 


' $8,300 


' $8,450 


$" 


$7,000 


$7,200 • 


$7,500 


1,150 


1,150 


1 1,150 


V&?,150 


$8,350 


&8 , 650 


$ 150 










1 : 



J 



1 1 ' 

Includes r^nt, equipment and furniture, supplies, advertising, and 

other expenses. ^ • •« * 
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On Essie's statement, she wrote down the cash revenues and payments 
she thought she frould have for August. , Under cash revenues , she listed 
>the cash she had on' hand 'at 'the end , of July ($200), the revenues that 
would come in from the hospital ($4,100), and the revenues to belaid by 
families for home care tfiat month ($4,000)* 

Under cash payments , she listed, the salaries she would have to pay 
to her nurses in August ($7,000); To figure out her other expenses and 
payments, she totaled all the rest of the money* she would have to pay 
out — rent and janitor ($500), equipment and furniture ($300), office 
supplies ($50), advertising ($150), and other expenses ($150). She ♦ 
figured that this amount ($1„150) would-be the same for the" three months. 

* « 
Essie then subtracted her total cash payments from her total cash 

7 ^ 

revenues for the month. Her cash on hand at the end of the month equaled 
$150. ^ 

Es^ie also filled in the revenues and payments she expected to have 
in September and 0ctt>6*r. She copied the cash on hand at the end of 
August in the first blank under September ( cash on hand from the previ-' 
ous month ). After she figured out the total cash on hand for September, 
she completed her cash flow statement for October. 



Ways to Improve Cash Flow % 

* ■» 
As a small business owner, you may discover 1 that you have a cash 
flow problem* There are many ways to help solve, this problem. Essie 

borrowed money so she could pay her bills. *She thought that this money 
* ~~~~~ . 

would help her get on her feet and that, by fall, everything would be 

> okay. Essie also decided to try to increase her revenues (by raising 

prices) and to lower her expenses * Then her cash on hand at the end of 

the month would be higher. 
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Other ways of solving a temporary cash fjbw pfrofclem are to: 

• get people to pay their" bi^ls sooner; f 

• cut dodfn on the amount of goods you buy for, resale; 

• try to buy certain things on credit; 'and - 

• take less cash out of the business for your salary. 



Summary 



Part <^f keeping your business successful is making sure your- cash 
revenues are greater than your cesti payments each month. You can make A 
sure you have fenough <^sh each month by preparing a cash flow statement 
for a few^onths ahead! If you see shortages coming, you can make 
changes in your business so that you will be ^ble ?to pay your bi*ls. If 
you know that you will have extra cash, you can make plans to use it 
wisely. * 
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Learning Activities 

Individual Activities 

» • 

1« Below are sentences describing the cash flow statement and the pro- 
jected cash flow statement. Write "T" if the sentence is true, an^ 
"F M if it is false. 

A Cash Flow Statement will tell you: 

j a. how much cash you took in last month. 

b. how much people owed> you last month. 

c. how to invest your extra cash. 

d. how much cash you have deft at the end of the month. 



A Projected Cash Flow Statement will tell you:, 



e. how much you spent on rent last mcinth. 

f. how much 'you plan to spend on salaries next month. 

g. whether you should tfiink about getting a loan. 



2. Fill in the blanks onOEs^e's cash flow statement. 

a. Figure out her cash on hand at the end of September. 

b. Fill in the cash on hand at the beginning of October. 

c. Figure put how much cash she will have at the end of the month. 

r 

• :If Essfie.has a "negative cash flpw" (if she will be paying out more 
than she will have), put this .number in parentheses. 
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% Qiscussion Questions f s 

1* How is it possible to have lots of customers and still not be able 
to pay your bills? What can you do to solve this problem? 

2. Essie figured that City Haspital would uise six of her nurses for 100 
hours each in August. She charged $10 per hour for each nurse* How 
much money did she expect the hospital would owe her at the e^nd of 
the month? Why did she only list- $4,100 under "revenues from hos- 
pital" on her projected cash flow statement for August? 

Group Activity 

Yolanda Gomez owns a children's clothing store. At the beginning of 
July she had $15,000 worth of clothing for sale in her shop. She planned 
to spend $4,000 more on clothes in July. She also ha3 $1,000 on *hand 
from June, 

>Yolanda thought she could make $5,0OQ in cash sales in July. She 
was also planning to stapt giving 60-day credit to her customers as of 
July 1. She figured her new credit customers would charge^ $3, 000 worth 
of clothe* in July, which they'd pay for fh August and September. 

t - " 

Yolanda. decided to fill out a projected cash flow statement- for July 

(on the next page). She listed the money she expected to receive and 

aSLso the money she planned to pay out. 
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PROJECTED CASH FLOW STATEMENT 
• ' FOR JULY 

Cash Revenues 

Cash on hand from previous month - $ 1,000 

Cash gales # * 5,000 

Credit sales , 3*, 000 

Total . 

♦ 

Cash Payments 

Salary (for herself) , % 900 

Inventory (more children's clothes) 4,000 
Other expenses and payments 1, 200 

Total 

Cash on 0 hand at end of month 



Is Yolanda's statement filled out correctly? Make any needed corrections 

and then figure out the totals. 

* • ■* 

WilL Yol'aflda have enough cash at the end of the mon£h? What can she do 

* * * * 

to improve her cash flow? (List as many solutions as possible.) 



r 



i25 



7 



• 134 



V 



UNIT 14 



Keeping Your Profits High 



To help you t study your business' finances and keep 
your profits high. 



Objective 1: St§te the most important financial 
goal of any business. ^ * 

Objective 2: Explain the purpose of the profit/ 
loss statement, and list three, of the main parts. 

V 

Objective 3: Explain the value of the. prof it fatio 
and expense ratio*" * 

Objective 4: State two ways to increase your profit. 
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rachel Checks HEk company's health 



Rachel Shapiro started her answering service in January 
1979. After a slow start, she made a good profit in' 1980. 
'At the end of 1981, Rachel thought something was wrong. 
She looked at her profit/loss statements fror the last two 
years. She had had more customers in 1981 "atid had brought 
in more money ($50;000 in 1980 and $55,000 in 1981). Her 
^expenses also had increased quite a bit. Her prof it, how- 
>\ever, had increased only a small amount. "My profit is not 
"growing as fast &s my revenues -or expenses. That's a bad 
sign," she thought^! 

\ Jlachel decided to , make some cTianges in her business so, 
'ker p.rofit would be better next year. She decided to raise 
the monthly rate for her answering services. She would^ 
also try to cut costs. 

"Mu /> >-a a i- o a h in^roacoc *- M c vosr wp tp \ n salaries and V 

■ »v — ~- - l — - j » v 

advertising. I had to .raise the salaries of my two part- 
time operators to keep up with the 'competition. However, 
one ,of my people just quit, so I think I'll hi»re the new 
operator to work 15 hours a week instead of 20. We can; 
still handle the calls, and I'll be spending 4ess on 
salaries.'* 



Rachel also thought, she could cut dSWn on the money sh 



spent on advertising. "The cost of printing and mailing 
letters is goi^g up fast. r don' t get many new clients * 
through the direct mail ads I send, anyway, 'i think I'll 1 
keep my Yellow Pages 'ad -and send out fewer direct-mail ads/ 
Then I can reduce my advertising costs a'lot." , 

Rachel told her* accountant about her .decisions. He 
said, "You^ideas are good, Rachel* If you dtf what you've 
planned, your business will probably be healthier next 
year. Good luck!" f 

i 
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Keeping Your Profits High 



. What Is Profit? 



As a small business o\met r making a profit is your most important^ ^ \ 
financial goal. Profit is the reward for all your .hard work, you£ 
investment, and tl^ risk you took. ^ Profit is also the amount left oyer 
after all* the eflfrenses are paid from .the \re venues of the •busitiesS. This 
kind of profit' is called net profit . % ' * 



What Is a Profit/Loss Statement? 



The best way to find out how much profit you have faade in your busi- 
ness is to prepare a profit/loss statement. This report tells you how 
much income you earned, how much your ipst;s and expenses were, "and how 
much profit you mac)* during a certain period of time. By 1 having^ihis' 
Information, you can m&ke'^hanges in yourt business to malce it more 



ful in* the future. 





\The «profit^loss statement has five main parts. 

Revenue^ refer $o the moneys coming- into the business (also called 
the sales of a business). Rachel's revenues ckme mainly from the 
monthly fees she charged her customers for answering their phones. 

he ^lso received extra earnings from time "to time for helping 
customers send out letters and bills. 

* - 
Co^t of Goods Sold refgrs to the amount spent on goods that were 

resold to t*he customer. Cost of goods sold dtaes not apply to 

Rachel's business since shells selling services, not goods. The 

o&ier lof the mobiie catering business in Unit ,9, however, had to 

think about cost of g<y>ds sold in figuring out prices for his 

sandwiches. His cost of goods sold included the money spent on 

sandwich makings and lunch supplies. > 
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: and depreciation^ of \your own equipment; 
L'sing; and Qther expenses. "Rachel's, "other 



• Gross Profit is the amount left over fropi the Revenues after 
paying, the cost of goods sold. 

• Operating Expenses refer to all the c^pr .costs of running the 
business. This° includes employees 1 salaries; rent; utilities; 
equipment rental; repair 
office suppliea; advertii 

expenses" were for accountant fees,|^terest on her loan, and 
# insurance. \ . 

• Net Profit is the amount left over af-ter all the expeft^es of the 
business have been paid. Net profit covers Rachel's salary and 
her income taxes. It also includes money used to expand herw 
business (such, as to buy new office furniture).- \ 

Rachel's accountant prepared statements for 1980 and 1981. The profit/ 
loss-statement f or' 1980, follows.- Notice the five main parts. 



N 

y 



PROFIT/LOSS STATEMENT 




1980 



Revenues 



egular Service to Clients 
E^tra. Services 

Total 



* Cost of goods Sold 
*Gross Profit 



$49,152 
848 
$50,000 



Operating Expenses 

Salaries -(2 part-time operators) $12,400 



Rent 

Utilities- 
Equipment Rental (phones) 
Supplies 

Advertisipg § 
Other \ f 

Total 

Ne t Profit? (before Rachel- 1 s salary 
and income taxe>to) 



4,080 
1,540 
4,200 
1,240 
2,980 
3,560 
$30,000 



$20,000 



100% 



60% 

40t 



(*Tbese two sections do not apply to Rachel's businesqi because she does 
not sell any &Qods , only gervicesV ) 
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How to Figure Out Your Profit * 

4 - 

From Rachel^s daily records (such as her daily cash sheets), ^tjfe 
accountant was able to fiqd all the figures he needed to complete a 
profit/loss statement for the year.. He added all Rachel's revenues and 
^foun^ the t^otal operating expenses. 

By subtracting total expenses from total revenues, he found Rsta^el's 
net profit (net profit - revenues - expenses). If her expenses had been 
greater than her revenues, this .total would have been a negative number, 
written in parentheses. This is called a loss . For businesses with cost^ 
of 'goods sold, net profit « gross profit -^expetisjes. 



How to Decide if Your Profit Is Good Enough 

Rachel also had her accountant -figure out two percentages: 

• The profit ratio is a percentage comparing net profit to revenues. 

J." a^uu txouucx 9 pi.ui.xt i.ctfcxO was hu/o. iius uieaub nei proiit was 

* S " • ' • • 

40% o^the total money her business yarned in that year. 

n f ., ... net profit $20,000 /nw 

* Profit ratio * * =» T ? ■ m 40% 

revenues ,$50,000 

» 

==fc * 5s **** s *£___JThe expense ratio is a percentage comparing expenses to revenues. 

• In 1980 Rachel's expense ratio was 60%. In that year, 60% of her 
revenues went to pay her expenses. 

» 

« expenses $30,000 

Expense ratio - ' - 60% 

These percentages help small business owners compare their profits 
and expenses in different years* of business. 

f 

Rachel's prof it/loss ^t^tement for 1980 and 1981,- including profit 
and expense ratios, appears on the next page. 
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Revenues 

Regular Service to 

Clients 
Extra Services 



Expenses 

Salaries (2 part-time 

operators) 
Rent 
. Utilities 

Equipment "Rental (phones) 
Supplies 
Advertising 
.Other 

» 

Net Profit (before 
Rachel's salary and 
income taxes) 



$49,152 

848 t 
$50,000 100% 



$12,400 
4,080 
1, 540. 

. 4,200 
1,240 
2,980 



3,560 
$30,000 



60% 



$20,000 *40% 



$53, MO 
$55,000 



$14, ,168 
4.68Q' 
1,660 

• 4,680 
1,300 
4,000 
3,612 

$34,100 



$20,900 



100% 



62% 



38% 



In comparing the profit ratios for the twa years, we see that Rachel 
earned more profit dollars in 1981 than in 1980 — one good sign of a 
healthy 'business. However, her profit ratitTwas smaller (40% in 1980 
and^ 38%7in 1981). Rachel thought that a 40% profit was just right for 
her .business. She hoped that next year she~could)get her profit ratfo 
back .up to the'1980 level. n 
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How to Increase Your ^oflt 

There are two main ways to increase profits in a small, business. 

• | Raise revenues . This can be done by getting more customers or 

by raising prices' to present customers. Since prices were ° 

'rising all around her, Rachel decided to raise her^ prices, too. 

, • Lower expenses.' ^Each small business owner must decide the best 

r* * 

way to cut business costs. Rachel planned to do it by reducing 

the work hours of one of her employees. She also was going to 

spend less on direct-mail advertising. Other Ways she could 
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have cut her expenses are to move to a lower-rent officers to 
buy her office supplies from a less ^xpensive supplier* 



Summary 



As a small business ^pwner, you should set a profit goal f or^your 
business based on your needs. Then you should try to keep your profits 
at' that level. You can check how much profit you are making by prepar- 
ing a prof it/loss| statement for your business every year (or every ' 
quarter). By 'figuring out your profit and expense* ratios,, you can com-* 
•pare the p'rofits^and expenses of two different time periods in your » 
business. If .your profit ratio is not high enough, you can try to raise 
it by increasing your revenues or by decreasing your expenses. r 
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TWO-YEAR 




,03* STATEMENT 
1980 



1981 



Revenues 

Regular Service to 

Clients 
Extra Services 



Expenses 

Salaries (2 part-time 

operators) 
Rent 

-Utilities 

Equipment Rental (phones) 

Supplies 

Advertising 

O&her 

Net Profit (before' 
Rachel's salary and 
income taxes) 



■$49,152 
848 
$50; 000 



.$12,400 
4,080 
1,540 
4,200 
1,240 
2,980 
3,560 

$30,000 



$20,000 



100% 



60% 



40% 



$53,760 
1,240 
$55,000 



$14,168 
4,680' 
1,660 
4,680 

" 1,300 
4,000 
3,612 

$34,100 



$20,900 



100% 



62% 



38% 



In comparing the profit ratio's for the two years, we see that Rachel 
earned more profit dollars in 1981 than in 1980 — one good sign of a 
healthy business, ifowever, her profit ratio was smaller (40% in 1980 
and 38% in 1981)'.. Rachel thought that a 40% profit was just right for 
her business. She hoped that next year she could get her profit ratio 
1>ackVp to the 1980 level. 1F 



How to Increase Your Profit 



There are two main ways to increase profits in a small business. 



Raise revenues . This can be dye by getting more customers or 
by raising prices to present customers. Since prices were 
rising all around her, Rachel decided to raise her prices, too* 
Lower expenses . Eac^ small business^ owner must decide the best 
way to cut business costs. Rachel planned to do it by -reducing 
the work hours of one of her employees. 91ie also was going to 
spend less on direct-mail advertising. Other ways she could* 
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Tiave cut her expenses are to move to a lower-rent office or to 
feuy her office supplies from a less expensive supplier. 



Srfmmary 



As a small business owner, you should set a prof goal for your 
business based on your needs. Then you should try to keep your profits 
at that level. You can check how much' profit you are making by prepar- 
ing a profit/loss statement for your business every year (or every 
quarter). By figuring out your profit and expense ratios, you car* 1 com- 
pare the profits and expenses of twoTdlff erent time "periods in your 
business. If your profit ratio is not high enough, you can try to raise 
it by increasing your revenues or by decreasing your expenses. 
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Learning Activities 



Individual ^tivities 



1. Hatch the following definitions with the correct word. 



Costs (such as salaries) 
related to running the 
business 

The amount coming into a 
business from the sale 
of goods and services 



The amount left over f 
the j»ney received aft 
the ^%ls are paid 



The amount paid for products 
» that will later be purchased 
by the customer 



a. Revenues 

b. Cost of goods sold 

c. Gross profit 

4 

d. Operating expenses 

e. Net-profit 



\ 



2. Choose the correct formulas below. 



Net profit » 



Profit ratio 



a. revenues + expenses 

b. revenues - expenses 

a. net profit 
revenues 



b. net profit 
expenses 



Expense ratio- 



a. expenses 
revenues 



b. revenues 
expenses 



3. On the next page is information on Rachel 1 s business in 1982. Figure 
out her net prof.it , profit ratio, and expense ratio, and write them 
in the blanks provided.. 
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Revenues • $60,000 100% 

.Expenses • 36,000 % ' ' - 

Net Profit ' 1 % 

Compare these figures with Rachel's figures for 1980/and 1981. In« 

which year(s) did Rachel have the highest net profit? The high** 
profit ratio? 



Discussion Questions 

1. Discuss this quote from John Buckley,, 'another small iWiaess oymgr. 

Do you agree with him? Why, or vJtiymot? \ 

"I don' t care about profit/loss statements. If I Wave 
money left over at the end of the month after I pay my ' 
bills, I'm happy. All that recordkeeping is for the. birds!" 

2 % Why> is it important to compare profit ratios as well as profit 

dollars?^ Hovj do profit and expense ratios help you decide how your 

business is doing? ' \f x r* 

V 

3. /List some specific things a s^ffll business owner can do to increase 
his or her profit. Will, raising expenses -or lowering prices ever 0 
help? tfhy, or why not? 

n 

Group Activity 

Read what Har,ry Reston says about profit. 

"Earning a profit may be one^ reason for being a small busi- 
PS ness otfner, but it's not tHe only reason. Being a small 

business owner, I don't make as much money as I could 
working in many large companies, but I love my business! 
The other benefits besides money make it all worthwhile." 

Make a list of "the "other benefits" Harry could be talking about. 
Are these important to you? 



144 

13G 



UNIT 15 



Keeping Your Business Successful 



Goal: To' help you decide how to change your products or 
services >to keep 4 your business up to date* 



Objective 1: State two ways of increasing sales 
in your business* 

Objective 2f List several ways of getting 

information to use in changing your business. 
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FROM PLANT PARTIES TO A PLANT SERVICE 

« 

Louise Kelly started her plant business — Kelly Greens— 
two years ago. By working part-time out of her home, she 
has been able to earn a good income and still take care of 
her small son. Louise started her business by giving plant 
parties in her friends 1 homes. "My sales were good at first 
because indoor plants had just become popular for decorating 
the home. Lots of the plants I sold at first died. I 
decided some were too hard for most people to take.care of. 
These I dropped from my line real quickly." 

"I found tTiat- some people couldn't even take care of the 
easy plants. They'd call me a few weeks after a* party to 
ask me questions. It soon got to be a big hassle giving r all 
kinds of information over the phone— for freeL I decided to 
make up booklets and sell them along with the plants for a 
slightly higher price. People then were more willing to buy 
new and different plants, since, they came With written 
directions. Thus, I ^sold more. ' I also made more profit Qn 
each giant. Soon I decided to starfe-xlasses on plant care. 
I announced these at the plant parties and tried to get a 
group of friends, to sign up together. At these classes I 
mainly .taught* but I also sold plants if anyone wanted them. 

"Then my plant sales began to suffer^ Most of tny f^fends' 
already had all the plants t&ey needed. Also", a nationwide 
company, Plant Parties, Inc., had started working in my area. 
It gave fancier parties and sold its plants at lower prices 
than I could. This hurt my business. 

"I began to read all the business magazines I could find. 
I learned that services' were becoming more common because 
people didn't have much time to do certain things for them-' 
selves. T studied/ my neighborhood, too, and noticed the new 
shopping' mall and medical building that were being built 

1 close to my home. One day 'I was having lunch at the mall. 
Its plants looked horriblel I asked the restaurant owner if 
hte would like someone to pick out new plants fpr him and to 
care for them every week. He said he'd love It. A few other 

* restaurant owners and some doctors said the same thing. ^ 
Several of them^ signed contracts for my monthly plant ser- 
vice, and my new business begant My husband recently built v 
a greenhouse at home so I cat! grow the plants I need." ^ 
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Keeping Your Business Successful 



Sometimes in your small business you may have a year when sales are 
high and then a year when sales are not so high. Or maybe your sales 
will not increase as fast as you'd like. Every once in a while you, should 
take time out to see how your business- is doing. Look at how things are 
changing in the business world around jrou. Then think of ways to change 
your business to keep it up to date, in this way yoti can solve problems 
when they're small and, better still, prevent others. 

Your small business may never become a large business. Many small * 
business owners prefer to keep their companies small. The business is 
easier to run and can be more personal to custome^i. However, all small 

businesses must change to keep in line with the changes around t hem * 
Businesses that don t change or grow will die. 



Ways of -Increasing Sales 



There are two things you can to do increase sales in your business. 
• Improve your products or services . In your business, you may 

find that your products aren't selling well. Your workers may 

get careless and do ppor work, and your customers may complain. 

Sometimes flaws Vill show up in a product you*ve been^seliing for 

a long time. 

Like Louise, you need to watch out for these failings and try 
to correct them. Louise improved her business -by dropping cer- 
tain plants thjtt wwe hard to grow and by including directions on 
plant care. If her plants had' been sickly, she could have chosen 
another supplier whose plants were of higher quality. 

Another way to improve a business is to try to give better 

1 * *" vv 

• s'ervice. If you have workers, you can remind thenutp be polite 
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to customers. If someone can't do a job, you can sjiift tasks or % 
replace workers. Or you can give special classes to help workers do 
their jofebetter. 

Change _your^yduct^ or services . All products and services have 
a "lifetime*" | There is a point when people do not want or need 

t them anymore. iFor example, people no longer want to buy hoola 
Koops, ^and they rur longer need to buy blocks of, ice to preserve 

■ their food. , Both products used to be "good sellers," but times 
have changed. , c A 

As a* small business pwnef, you need to know when to „stop 
selling one tiling and to start selling something else. At a cer- 
tain point, Louise realized that her plant parties were no longer 
successful. * The demand for plants had decreased, and the compe- 
tition had increased. So she stopped planning parties. At the 
•same tjlme, she saw other needs in her area—pl^Qt care classes 
and a plant care service for businesses. She fchanged her busi- 
ness to meet these needs. In this way, she kept her business up 
to date* 1 • • 



How to Get Information to. Use in Updating Your Business 

By looking at your profit/loss statement, you can compare this y^af s 
sales and profits with those of last year. You can also compare the sales 
brought in by a particular product or service with last year's sales. 
This will give you an idea about whether y0 u need to change your products 
or "services. For example, although Louise's total sales increased in the 
second year of .business* her sales of indoor plants decreased during this 
time/ She knew she had to*do something about that part of her business. 

There are othe* ways, you can find out how your business should be * 1 
changed. These are similar to the ways you can collect information about 
starting a business. 

1. Check your products or services . When you receive products that' 
will be sold to the customer, look at them carefully to see if 
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they are in good condition. If quality is poor, tell your sup- 

* < 
^"plier, or change products. Take time out to watch your employees 

d9ing their work. Are they polite, careful in their work, anii 

good at selling? If you find t mistakes in their work or think of 

ways to do the job better, make the changes as soon as possible. 

Listen fro your customers . By asking questions an4 listening, you 

can find out what your customers think of your business. You can 

ask customers why they, aren't buying a product they used to buy, 

or why they're choosing product A over product B. You can also 

take a -survey of your customers to find out whether their buying 

habits Have changed. By talking to her friends, Louise found out 

that they waited to learn more about plant care. TKat's how she 

got the idea of starting plant classes. Louise also learned a 

lot f £om what her customers did not say. When people stopped 

calling to arrange for plant parties, she knew something was 

wrong, and sh$ h^d to make a' change. 

^tudy changes in your neighborhood . As Louise found out, busi- 
ness areas change.- When this happens, it may mean that your 
business' products or services should change, too. The age or 
"income- level of the people living near your business may change. 
Other businesses may move into your area and give you more com- 
petition. Businesses may move out of- your area or traffic may 
decrease on your street — meaning' fewer customers, for your 
business. 

r 

Louise saw the new office buildings and stores in her area as 
a chance to change her business and make more sales. If she 
hadn't changed her services, Louise would probably have had^ to 
move her business to another^location where her plant parties 
would^ be more popular. <v 

Find out about the competition ^ A good way to find out about 
changes needed in your business is to find out what other similar 

* i 

companies are doing. Read their ads or go to^their stotes or 
office^. Compare the quality of their products or services and 
their prices with yours.. Are they of fering any products or % ser- 
vices that you aren't — like free delivery? Can you do a better 
job than they are in these areas' by making a-few changes? If 
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not, you should try. to make your business different so you can 



compete better* 



Louise went to a partly %iven by Plant Parties, Inc. and saw 



that the company had marfy good ideas. She r^aliz'ed that it could 

- offer lower prices and /'extras" because it wa*s a larger company* 
She chose to change her business, because she knew she couldn't 
compete. 

5. Read about trends . The success of your business depends on know- 

~~~~ . Cfc 

ing what ot^fier business owners, v inventors, government people, 

- customers, • and suppliers are doing and thinking. You should do 
some reading to find' out what new businesses are starting and 
what new products and services are being sold. Think about 



wither ypu can use some of these new ideas in your business. 
Louise noticed that service businesses. She decided t<yoffer 
plant care services to businesses* Other new ideas tlfat could 
be used to update a business are to "computerize" it or to offer 
"instant 11 or "disposable" products . 

Read about: businesses uhas are railing also. Realize that if 
your business is similar, it may start, to have problems soon, 
too. Update your business before it's too la£^. 

You should also find out how people's habits and' tastes- are 
changing. Think aboutohow social changes can affect your busi- 
ness; For example, try /to think how to change your business to 
reach the growing number of older people in our country. 



Summary 

You should always be watching for ways \o improve your business. To 
stay successful, you must- either improve your business or change it. To 
decide whether you should , "do the same thing better" or "do something 
new," you should collect information. Look" at your products atKl ser- 
vices, talk to your customers, and 'see if your neighborhood is changing. 
Also study your competition and new business trends* Then act to make 
your business better. 
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* Learning Activities 

Individual Wivities 

• A i? ' 

\ ✓ 

1« Read the business 'section of a newspaper or n^gazine. Bring in one 
clipping that ^describes a new business idea. Explain why you think 
c the, idea-is a gopd one and how it could be used in a certain business* 



2. Suppose you haw befen running a summer day care center for children 
aged 5-10 for sev§Tral\ years. Sales are down from last year* How 
could you find out what\to do to improve sales? Be as specific as 
possible* v , 



\ 
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Discussion Questions 



1* 



v 

. \ 



Can you think of tfther ways LouiseXcould havej changed her business 
when her plant party sales went down? 



v \ , 

\* Make a list of economic, business, and- social trends today. Try to 
hink of as many changes as you c*$n that might affect the products 



and services a certain business offers* 



Y 



3. 



4. 



One advantage of "owning a small business is that you can change it 
more easily than a large business. Why N do you think this is true? 



Whaft are some factors that may prevent you from 
^usiness?. 



ing your 
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Discuss the following quotation from Emery Stone: 

"When I started my business. I wanted to make lots of moh^y 
I did lots of planning so my business would grow fast* No'w^ 
a few years later. I have 50 employees and** three offices. 
* The business is still growing. This is the only way' to go!" 
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Do you agree with him? Why, or why not? List the pros and cons of 
becoming a large business* 



Group Activity I 

\ ; V ' ■ ~\ 

As a class, list at least 15 different activities that you would have 

to do if you were going to start a small business* Here are some 
« 

examples to get you started* 



Check out several places for the best location 
Interview people to hire 
Order paper and supplies 



V 

ut \o: 



After you have your list, see how you feel about Itoing each of these 
tasks. Give yourself 3 points if you would enjoy doing that task, 2 
points if°/ou wouldn't mind doing it, 1 point if you woulcTdo it, but 
J wouidn f i: like ir, and 0 if you wouldn't do it, no matter what! 

0 

There are ,no "correct" answers. This is just an exercise, for you to, 
see* if owning and operating a small business might be for you 
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SUMMARY 



To be a successful small business ovmer you should have 
certain personal qualities. You should-have drive, be able to 
think clearly and imaginatively, and be a^ eader who works well 
with people. You also must take charge/of all aspects of the 
business — at the same time. You must^plan your business, be Ln 
charge 6f people", organize the work, \buy and keep track of sup- 
plies, set prices, advert isS and sell, keep financial records, 
and keep .your business successful* 



Planning is a njajor part of small business ownership. 
V Planning involves deciding whether to start V small business, 
\hccsing the products or services to- offer, deciding on^the 
legal form of ownership," choosing a location, and obtaining a * 
loan. To plan, you must study what is going on in the business 
world around you and prepare various written .plans and reports. 
For example, you, should write down information about your 
experience, training, and finances in order to get a bank loan. 
You will also need to prepare for the bank a business descrip-. 
tiQn and financial statements about your business. 

Organizing workers and work is important to the smooth 
operation of a business. This involves seeing all the tasks 
that need to be done" and organizi-og your workers to do them. 



You also must be «able to get along well with people. 



> 
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As a small business owner, you must keep track of the sup- 
plies, set prices, and advertise and sell your goods or ser- 
vices. You must also solve business problems as they comfe up. 
This may mean, you *ill have to raise *or lower pricfes or train . 
your workers 'to be better salespeople. / 
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Financial recordkeeping is a necessary part of small busi- 
ness ownership • Records help you manage the money in your 
business .successfully. The system you choose for your business 
shoulct^be as. simple as possible* ' It should also be complete 
enough to give you all the information you need to make good 
management decisions* # 

' . . / • 

As your business grows, you must check to see how well 4 it 
is doing* Then you must change your business based on what„you 
find out. You should make sure that you have enoughncash, that 
your revenues and profits ar| high, and that your "expenses are 
low. You should platy^for changing your business- products or- 
services when needed* - » 




In order 'to own and operate a successful small Business, 

you need traiji£ng*in vocational skills related to*the business 

v * 

you *choose<. You also ne *£ w °rk experience and the special 

business management' skills th5t were covered in this module. 
If you have not had a course i^ the vocational skills you need, 
you should t^ke one before' deciding ^6*6wn a&small business. 
You can learn buainess management skills through H»s ss 
classes, experience, o1* by. using the advice and example of. an, 
expert. - 0 . \ 

You may not make a lot of money- by owning ar small business. 

However, you will have the personal satisfaction of being 

r . * * 

responsible for your business and making your^own decisions.. 

Think about how important- these things are to you^in consider- 
ing whether you should start your m own small business. 
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QUIZ 

s 



List three personal qualities a small business owner 
should have. 

a. ^ [ 

b. [ 

c. 

List five major responsibilities that' a small business 
owner has* 

a* 

b. 

c. 



List three % things you would want to find out about a loca 
tion before deciding to open a business there. 

a. _ ; t 

b. £ ' 



c. 



List three sources of money fox starting a small business 



a. 
b. 
c. 



In setting the price of a certain product, gpu should: 

a. charge a little more than your competitor. 

' b. charge a*little less* than your competitor. 

c. charge enough to cover your costs, and expenses. 
d. charge enough to make, a profit.* 
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6. The best advertising medium to use for a small service 
business is-: 

a» £he newspaper • 

- b. the Yellow Pages. ^ 
____ c* the radio • * * V^; 

. d. an outdoor billboard. 

7. To, make a sale, you first should greet the customer and 
then: • - 

a. {J^eSent the product to the customer. 

b. encourage the custdtoef to buy. 

c. discuss ces of different products with the customer. 

d. ask the customer questions. 

e. answer the customer's Questions. 

8. List three things you should study in order to decide what 
products and services to off e^ in your business. 

a** 

b. : . , 

C. . f 



9. List four steps involved in hiring a worker. 



a* 
b. 
c» 

*d. 



10. List three things to think about when buying goods for 
your business* 

a. 

b. . < " - 

■ - #, ' — 

c. 
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11. To record cash received from customers, you could use a: 
a* customer account form. 

b. business check* 

c. sales slip* 

d. customer billing form* ( 

f 

12. To find the amount left in your bank account, you could 
- , loak at a: / 

a. business check. 



X 



check" stub, 
daily cash sheet, 
d. statement of financial need. 
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13. Which formula can be^jised to figure out how much money you 
made in net profit in your service business? 

a. Revenues - Expenses 

^ b. Expenses - Revenues 

c. Revenues - Cost of goods sold \ 

Profit 



d. 



Revenues 



Expenses 
Revenues 



,14. List "tfhree types of people whom you could use as business 
advisors in your business. 

a. ■ 

b. ( _' 

c. 

15. List three reasons for keeping financial records. r 



b«. >p 
c. 



r 
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16.^ List three types-of operating expenses in a business. 

a. 

bV ; V * 

c . 



17. List three things you could do in a clothing store to 
increase your revenues. 

a. | [ ' 

b. *" 



18. Plate the following steps in planning a business in the 
right order by numbering them 1-4. 

writing a business description 

choosing a business location 

applying for, a bank loan 

choosing products. or services 



19. Below is a list of business forms and a set ojE phrases 

describing ways they may be used. Choose the best use for 
each form and write the letter in the blank provided. 



Business Form 
purchase order 
job description 
work order 
work schedule 
inventory card 



" Used in: 

a. Finding out how much product 
you "have left * 

b. Hiring workers 

c. Choosing suppliers 1 
, d. Organizing wdrlc&r^ 

e. Recording retail ^ales 

f .'^Buying goods for your business 

g. Writing down the services a 
customers wants 
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20. Below* is a list df financial statements and 3 set of 

phrases describing ways they may be used. Choose the best 
use for each form and .write the letter in the bl^nk pro- 
vided. * . 



Financ ial Statement 
Statement of financial ^need 
Profit/loss statement 
Projected cash flow statement 



Used in: 

a. Deciding if you can 
pay your bills next 
month, 

b. Listing the money you 
want to borrow 

c. Recording a customer's 
payment and debts 

d. Figuring out an expense 
ratio 
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PROJECT PRODUCTS 



• 



Entrepreneurs^!? Training Componen ts 



Vocac lonal Dl«>c iplin e 
General 
Agriculture" 



Marketing and 
Distribution 



Heal Zn 



Business and 
Office 



Occupational 
none Economics 



Technical 



rrades and 
Industry 



Modulo 1 

Module 2 
Module 3 
Module -4 
Module 5 
Module 6 

Module 7 - 
Module 3 - 
Module, 9 r 
Module 10 - 
Module 11 - 
ModuW 12 - 
Module 13 - 

Module U 
Module 15 
Module 16 

Module 17 
- Module 18 
Module i V 
Module 20 
Module 21 

Module 22 
Module 23 
Module 24 
Module 25 
Module 26 

Module 27 
Moduie 28 
Module 29 

Module 30 
Module 31 
Module 32 
Module 33 
Module 3* 
Module 35 
Module 36n 



M odule N'umoer and Title 

Getting Down to Business: What's Jit All. About; 

Farm Equipment Repair 

Tree Service 

Garden Center < 

Fertilizer and, Pesticide Service 

Oair;. Farming 

Apparel S tore 
Soecialtv. toed Store 
Travel Agency 
3icycle Store 
Flower and Plant Store 
3usmess and Personal Service 
Lnrkeepmg v 

Nursing Ser\ Lee 

kneels i a ; r Transportation Service 
He'alth Spa 



Answering Service 
Secretariol Service 
oooittceep i ivg oei ^iue 
Software Design Company 
Word processing Service 

Restaurant Business 
Day Care Center 
Housecleanmg Service 
Sewing Service 

Home Attendant Service * * 

Guard^Service 

^Pest Jpntrol Service 
i 

Energy Specialist Service 

Hair Styling Shop 
Auto Repair Shop 

Weld mg 3 us mess . - ' 

Construction Electrician Business 
Carpentry Business 
Plumb ing Bus mess 

Air Conditioning and Heating Service 



Related Resour - os s ' 

V 

Resource Guide of Existing Entrepreneursmp Materials 

Handbook on Utilization of the Entrepreneurship Training Components 
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